CHAPTER 11
OPERATI NG EXPENSES
TABLE OF CONTENTS

[IA Introduction

[IB. Definition
1. Quidelines for (perati ng Expenses
2. Qiidelines for Program Funded

3. Qiidelines for Deciding Upon Situation that are Not Aearly ldentifiable
as B ther (perating Expense or Progran Funded

II'C  Alocation of Personnel to Functional Categories (A D W- Overseas)

1. perating Expenses - Maj or Functions

2. Executive Direction

3. Program Pl anni ng and Budgeti ng

4. Technical Direction and Managenent
a. Food and Nutrition
b. Popul ation Planning and Health
c. Education and Human Resources Devel oprent
d. Sel ected Devel oprment Probl ens
e. Selected Countries and Organi zations
f. Qther

5. Central Backstoppi ng of Overseas

6. Administration of Special Program

7. Legal Services

8. External Relations

9. Audit and | nspection

10. Program Support Services

a. Commodity Managenent

b. Excess Property Management
c. Contract Managenent

d. Participant Training

e. Engineering

f. Loan Qperations



11. Audit and I nspection
12. Managerent Support Services

a. Planning and CGeneral
b. Personnel Managenent
c. Data Managenent

d. Ceneral Services

Communi cati on, Records, & Publications
Vehi cl e Qperations and Mai nt enance

Bui | di ng Qperations and Mai nt enance
Procurenment and Supply Services
Security Services

Travel and Shi ppi ng

N oo o bk~ w Dhd ke

Q her

13. Rei nbursabl e Detail s

14. Techni cal Specialists (Project-Funded)
II'D. Mssion Qperating Expenses Budget ( MOB)
IIE.  Administrative Support

1. Ceneral

2. Foreign Affairs Adm nistrative Support
Backgr ound

o &

Coverning Principles of FAAS
c. Explanation of the FAAS System
d. Regul ations Applicable
e. Overseas FAAS Budgets
f. Domestic FAAS Budget
g. Review and Approval of FAS
3. Special Adnministrative Support Agreenent
II'F. Mssion Accounting and Reporting for Qperating Expense
1. Purpose
2. Accounti ng
a. Ceneral

b. hject dass Identification



c. Records and Procedures
3. Reporting
a. Mssion Reports
b. A DWReports
Appendi x Il A - Uniform State/ AlD USI A Regul ations on Foreign Affairs
Adm ni strative Support

Appendi x |1 B - Instructions for FAAS Subm ssion and Preparing FAAS
Esti mat es



CHAPTER 11
OPERATI NG EXPENSES
11A I nt roducti on

1. The Qperating Expense account was created for the purpose of
consolidating AID s cost of doing business into a single appropriation
account. The account has been adopted by AID as a discrete itemfor Agency
budget presentation to the Congress, the Ofice of Managenent and Budget,
and for internal managenment. It also provides an increased | evel of
accountability for the Agency.

2. The devel opnent of the (perati ng Expense account constitutes a najor
step in the direction of obtaining better managenment control over total AID
operating costs. Formerly, operating expenses were spread anbng nunerous
separate budgetary itens; e.g., the Administrative Expense Appropriation
various Program Appropriations containing Techni cal Support Project Costs,

t he non-appropriated Revol ving Fund accounts for the Housi ng Quaranty and
Excess Property Prograns, and host country contributed |ocal currency Trust
Funds whi ch previously had not appeared in Al D budgets.

3. It is inportant that the established criteria outlined bel ow be strictly
fol l owed in distinguishing between operating expenses and program f unded
costs in preparing and inplementing Al D budgets.

11B. Definition

1. perating expenses represent salaries, benefits, and support costs of

all US and foreign national direct-hire personnel. Support costs include
al |l onances, travel and transportati on, housing and office expenses. The
operating expense category is conprised of appropriated funds, revolving
funds of the Housing | nvestment Quarantee and Excess Property activities,
and | ocal currency trust funds. Funded under operating expenses are
consultants, contractors, PASA, and RSSA personnel engaged primarily in
Agency managenent and support functions.

2. The costs of consultants, contractors, PASA, and RSSA personnel engaged
in project or programinplenentation - including feasibility studies,

proj ect design, and evaluation - are project costs, and are funded from
program appropri ati ons.

3. Guidelines - The followi ng provide the basis for achieving uniformty in
t he categorization of costs:

a. Operating Expenses

(1) Sal aries and benefits and support costs of all direct-hire
personnel are charged to operating expenses, including:

#a) U S. and Foreign National enployees assigned to and budget ed
rom non- Al D appropriated funds; e.g., Housing | nvestnent
Quarantee, and Excess Property funds.

(b) Forei gn National enployees and support costs of al
direct-hire personnel paid fromlocal currency trust funds.

(2) Sal ari es and support costs of consultants, contractors, PASA
and RSSA personnel engaged in Agency managenent operations, and
studi es and eval uati ons.

(3) Costs of all general managenent support services such as office
space, utilities, Mssion notor pool, and FAAS



b

Program Funded Expenses

Al costs other than those outlined above are funded fromthe

appropriate project or programallotnent. Follow ng are exanpl es of
program f unded cost.

(1) Costs associated with consultants, contractors, PASA and RSSA
personnel engaged exclusively in project or program design,

I mpl ement ati on and eval uation, including feasibility studies. Such
costs include direct contractual expenses, as well as support costs
to the extent that they can be identified and segregat ed.

(2) Al participant training costs, contracts for transportation of
program commodi ti es, programcomodity inspections, feasibility

studi es, engineering contracts other than those exclusively for
Agency managenent requirements, special projects or program

eval uation, etc.

Guidelines for Situations Not Clearly ldentifiable

(1) Costs froma single commitnent are generally not split between
program funds and operating expenses. For exanple, when contractua
services are obtained for specific prograni project objectives but
provi de a residual benefit to operating expense functions, the tota
costs are funded by program funds.

(2) Travel costs of consultants, contractors, PASA's, RSSA's and
direct-hire personnel are charged to the appropriati on which funds
t heir conpensati on.

11C. Al location of Personnel to Functional Categories

1. The follow ng nmajor functions have been established for (perating

Expenses:
a. Executive Direction
b. Program Pl anni ng and Budgeti ng
c. Technical D rection and Managenent
d. Central Backstopping of Overseas (perations
e. Administration of Special Prograns
f. Legal Services
g. External Relations
h. Audit and | nspection
i . Program Support Services
j . Financial Managenent
k. Managenent Support Services
. Reinbursable Details
m Proj ect funded

A definition of each function and identification of the personne
conmponents included therein follows. |f an enployee is engaged in nore



than one functional category listed below, he or she will be shown agai nst
t he category which consunes the |argest portion of his or her tine.

2. The Executive Direction function includes the top policy fornulation and
direction of the Agency. The personnel conponents in this function are:

a. AIDW
Ofice of the Administrator (including Executive Secretariat Staff).
Assistant Admnistrators for:

Program and Pol i cy Coordi nati on

Advi sory Council Staff

Africa

Near East

Latin America and the Cari bbean

Asia (including Executive Secretariat)
Devel oprent  Support

Private and Devel opment Cooperation
Program and Managenent Services

b. Overseas

Mssion Directors (or AlID Representatives, AID Affairs O ficers,
Country Devel opnent Oficers), their deputies and i mredi ate staff
(except for evaluation officers and other staff nenbers associated with
speci ali zed functions).

3. The Program Pl anni ng and Budgeting function includes overall program

pl anni ng, the devel opment and anal ysis of specific prograns and projects
and the allocation of resources. It involves identifying country and

regi onal devel opnent needs, determning the extent to which these needs are
nmet by the countries thensel ves or by other assistance donors, and setting
priorities for the use of available A D resources. The personnel
conponents in this function are:

a. AID'W
Bureau for Program and Policy Coordination:

Ofice of Policy Devel opnent and Program Revi ew
O fice of Planning and Budgeti ng

O fice of Wirren in Devel opnent

O fice of Evaluation Bureau for Africa

O fice of Devel opnent Pl anni ng

Bureau for Near East
O fice of Devel opnent Pl anni ng

Bureau for Latin Arerica
Ofice of Miltilateral Coordination and Regi onal Soci al
Devel oprent Program
Miltilateral Affairs Division
O fice of Devel opnent Prograns (except Evaluation Staff)

Bureau for Asia
O fice of Devel opnent Pl anni ng

Bureau for Techni cal Assistance
O fice of Programand Met hodol ogy ( Program Division Only)
O fice of Research and Institutional Gants

Bureau for Popul ati on and Hunmani tari an Assi stance



O fice of Program Review

b. Overseas

M ssion Program O fices (excluding Participant Training, Food for
Peace, etc., personnel identified with other listed functions).

4. The Technical Direction and Managenent function includes personne
(Technical Generalists) with a broad know edge of the technical fields
(Food and Nutrition, Population Planning and Health, etc.) engaged in
techni cal planning and review of program and projects, project nanagenent
and program eval uation, assisting in project design, preparing technical
anal yses used in Al D program deci sions, and nonitoring project

i mpl ement ati on. The personnel conponents in this function are:

a. Food and Nutrition
(1) ADW
Bureau for Latin Anerica
O fice of Devel opnent Resources
Rural Devel oprment Division (Only)

Bureau for Asia
O fice of Technical Resources
Agriculture and Rural Devel opnent Division (Only)

Bureau for Technical Assistance
Ofice of Agriculture
Cfice of Nutrition
(2) Over seas

Agriculture, Nature Resources, Nutrition and Rural Devel opnent
Staffs

b. Popul ation Pl anning and Health
(1) ADW
Bureau for Asia
O fice of Technical Resources
Health and Nutrition Division (Only)

Bureau for Techni cal Assistance
Ofice of Health

Bureau for Popul ation and Hunmanitarian Assistance
O fice of Popul ation

(2) Over seas
I ncl udes Health and Popul ation Staffs.
Excl udes Nutrition.

c. Education and Human Resources Devel opnent
(1) ADW
Bureau for Latin Arerica

Ofice of Miltilateral Coordination and Regi onal
Soci al Devel opnent Prograns



Labor Prograns Division (Only)

Bureau for Techni cal Assistance
Ofice of Devel opnent Adm nistration
O fice of Education and Human Resources

(2) Over seas
Educati on, Labor and Public Adm nistration Staffs
d. Sel ected Devel opnment Probl ens
(1) ADW

Bureau for Technical Assistance
O fice of Science and Technol ogy
O fice of Wrban Devel opnent

(2) Over seas

Staffs engaged i n econom ¢ and soci al devel opnent problens in
fields such as transportation, power, industry, urban devel oprent,
and export devel opnent.

e. Selected Countries and Organi zati ons

Staff engaged in programs in support of the general econony of
reci pient countries or for devel opment pr o?rams conducted by private or
i nternational organizations; e.g., PHA, Ofice of Private and Vol untary
Cooper at i on.

f. Oher
(1) Al DI'W

O fice of Housing
O fice of Reinbursabl e Devel opment Prograns

Bureau for Technical Assistance
O fice of Programand Met hodol ogy
Met hodol ogy Division (Only)

Bureau for Africa
O fice of Devel opnent Resources

Bureau for Near East
Ofice of Capital Devel opnent
O fice of Technical Support

Bureau for Latin Arerica
Ofice of Miultilateral Coord. and Reg. Soc. Dev. Prog.
Soci al / G vic Devel oprent Division (Only)
O fice of Devel opnent Progranms Eval uation Staff (Only)
O fice of Devel opnent Resources (excluding Rural Devel oprment
Di vi si on)
Bureau for Asia
O fice of Project Devel opnent
Soci al Devel opnent Divi si on
Institutional Devel opnent Division
O fice of Capital and Conmerci al Devel opnent

(2) Over seas



This category should be used for all other staff menbers providing
technical direction, coordination, and eval uati on that have not been
included in a to e above; i.e., Evaluation Staffs, and for situations
where the Devel oprment Assi stance functional categories may not be
applicable; e.g., Excess Property, etc. Wierever possible, these
activities are to be grouped into not nore than four categori es.

5. The Central Backstoppi ng of Overseas (perations function (which is
applicable to AID)Wonly) Includes:

Bureau for Africa
Country Desks

Bureau for Near East
Country Desks

Bureau for Latin Arerica
Program Qperations Staff
Country Affairs Staffs

Bureau for Asia
Country Affairs Ofices

Bureau for Program and Managenent Services
O fice of Managenent Qperations
Over seas Managenent Division
6. The Adnministration of Special Prograns function includes managenent of:
a. Anerican Schools and Hospitals Abroad (Al D/Wonly)
b. Ofice of U S Foreign D saster Assistance (Al D Wonly)
c. Ofice of Food for Peace (M ssion Food for Peace Staff)
7. The Legal Services function is the provision of |egal advice and _
services to all elenments of AID. The personnel conponent in this function
are the Mssion and Regi onal Legal Staffs.

8. The External Relations function (which is applicable to AID/Wonly)
i ncl udes:

Ofice of Legislative Affairs
Cfice of Public Affairs
9. The Audit and Inspection function includes the Agency conprehensive
internal audit Ior ogramand the investigation of alleged irregularities and
deficiencies relating to conpliance and integrity of operations. The
personnel conponents in this function are:
a. AID'W
Ofice of the Auditor CGeneral (excludes Office of Security)
b. Overseas

Area Auditor General and Inspections and Investigations Staffs

10. Program Support Services includes the followi ng functions directly
supporting Al D-financed prograns and projects:

a. Commodity Managenent



(1) ADW

Bureau for Program and Managenent Services
O fice of Comodity Managenent

(2) Over seas
M ssion Supply Advisor or Commodity Staffs involved in
proj ect/program commodity activities, as distinct from procurenent
activities related to operating expenses. |ncludes comunity staffs
engaged in P.L. 480, Title |I prograns.
Excess Property Managenent
(1) ADW
Bureau for Program and Managenent Services
O fice of Contract Managenent (Excess Property Division only)
(2) Over seas
Excess Property Staffs (excluding Contract Oficers)
Contract Managenent
(1) ADW
Bureau for Program and Managenent Services
O fice of Contract Managenent (excluding Excess Property
Di vi si on)
(2) Over seas
M ssion contract staffs (excluding Excess Property Staffs)
Partici pant Training

(1) ADW

Bureau for Program and Managenent Services
O fice of International Training

(2) Over seas

M ssion Participant Training staffs
Engi neeri ng
(1) ADW

Bureau for Program and Managenent Services
O fice of Engineering

(2) Over seas

M ssi on engi neering staffs
Loan Operations
(1) ADW

None



(2) Over seas
M ssion Loan Oficers and Capital Devel opnent Cficers
11. The Fi nanci al Managenent function includes all Controller Services:
a. AIDW

Bureau for Program and Managenent Services
O fice of Financial Mnagenent

b. Overseas
M ssion Controller Staffs

12. The Management Support Services function enconpasses the full range
of adnministrative managenent services. The personnel conponents in this
function are:

a. Planning and Genera
(1) Al DW

Bureau for Program & Policy Coordination
Executive Managenent Staff

Bureau for Africa
Executive Managenent Staff

Bureau for Near East
Executive Managenent Staff

Bureau for Latin Anerica
Executive Managenent Staff

Bureau for Asia
Executive Managenent Staff

Bureau for Techni cal Assistance
O fice of Managenent

Bureau for Program and Managenent Services
O fice of Managenent Pl anning

Audi t or Gener al
Executive Ofice

(2) Over seas
M ssion Executive O ficer and i mredi ate staff
b. Personnel Managenent
(1) ADW

Bureau for Program and Managenent Services

O fice of Personnel and Manpower (i ncluding Professional
St udi es and Career Devel opnent Division's Managenent and
Organi zational Devel opment Branch and Operations Training
Br anch)

Forei gn Service Conpl enent

Gvil Service Conpl enent

Yout h Qpportunity Canpai gn Conpl enent

Sumrer Enpl oyment Conpl enent



Labor Rel ations Staff
Audi t or Ceneral
Ofice of Security (Personnel Integrity Division Only)
O fice of Equal (pportunity Prograns
(2) Over seas

M ssion Personnel Officers and staff (including Training staff
that is utilized to train direct-hire enpl oyees).

c. Data Managenent
(1) ADW
Bureau for Program and Managenent Services
O fice of Data Management (except |nformation Managenent
Di vi si on, Data Base Managenent Branch)
(2) Over seas
M ssi on aut omat ed data processing staffs
d. General Services
(1) Conmuni cat i ons, Records, & Publications
(a) Al DWW
Bureau for Program and Managenent Services
O fice of Data Managemnent
I nformati on Managenent Division
Dat a Base Managenent Branch
O fice of Managenent Qperations
Publ i cations & Audio Visual Arts Division
Communi cati ons and Records Managernent Divi sion
(b) Over seas

Communi cations and Records Staff and Audio Visual or Mdia
Staffs

(2) Vehi cl e Operations and Mai nt enance
(a) Al DWW
None
(b) Over seas
M ssi on notor vehicle operati on and mai nt enance staffs
(3) Bui | di ng Operations and Mi nt enance
(a) Al DWW
None
(b) Over seas
M ssion |l easing and real property maintenance staff
(4) Procurement and Supply Services

(a) ADW



Bureau for Program and Managenent Services
O fice of Managenent Qperations
CGeneral Services D vision
Overseas Property Managenent Staff

(b) Over seas

M ssi on Procurenent, Supply and Property Managenent Staff
(Operating Expenses procurenent only)

(5) Security Services
(a) Al D'W
G fice of the Auditor CGeneral

Ofice of Security
O fice of the Drector

(b) Over seas
M ssion Security Quards
(6) Travel and Shi pping
(a) ADW
Bureau for Program and Managenent Services

O fice of Managenent Qperations
Travel and Transportation Division

(b) Over seas
M ssion travel and shipping staffs
(7) O her
(a) ADW

Bureau for Program and Managenent Services
O fice of Manaﬂerrent Oper ati ons
G fice of the Director
Policy and Procedures Staff Adnministration & Logistics
Oper ati ons

(b) Over seas

M ssion staff unidentifiable to other functions within General
Servi ces, including General Services Oficers engaged in nore
t han one subfuncti on.

13. Rei mbursable Details. The AID staff assigned to joint State/ AID

adm ni strative services operations on a reinbursable basis are to be
included in this category. Any other staff assigned to another agency on a
rei nbursabl e detail are to be included in this sub-function.

14.  Technical Specialists (Project-Funded) category covers enpl oyees
assigned to one specific project and whose prinmary functions is project
i mpl ement at i on.

11D. M ssion Operating Expenses Budget (MOB)
1. The M ssion Qperating Expenses Budget (MOB) is the annual budget call

for workforce and operating expenses data covering the prior or actual year
operations, a projection of current or operational year plans and an



11E

estimate of proposed requirements for the subsequent or budget year

2. The MXB provi des necessary data for (a) the annual budget presentation
to the O fice of Managenent and Budget ( OVB), (bL the President's budget,
(c) the AID Operational Year Budget (OYB), (d) the Congressiona
Presentation, and for the annual A DWreview of workforce requirenents.

3. Since MB data requirenents fluctuate fromyear to year dependi ng on
congressional and other interest or enphasis on particular costs, item
etc., detailed instructions covering preparation, format and timng of the
submi ssion are forwarded to overseas Mssions and AID Woffices each year
The instructions are forwarded with sufficient lead-time provided to permt
the action office to reviewthem raise questions, and schedul e work for
tinely conpletion and subm ssion of the budget to AAIDYWon or before the
prescri bed deadli ne.

Admi ni strative Support
1. Ceneral

a. The Administrative Support concept is based on the premse that it
woul d be uneconom cal and inpractical for each U S. Governnent agency to
provide its own adninistrative and | ogi stic support services in every
situation. For exanple, overseas, the Departnent of State, as the
principal foreign affairs agency, is the |ogical agency to furnish those
services which other agencies are not prepared to provide for

t hensel ves. I n unusual situations, however, another agency may be
better equi pped than the Department of State to provide certain services
and thus may becone the servicing agency for such services.

b. I'n AID Admi ni strative Support enconpasses a group of systens and/or
procedures utilized by ADto provide to, or obtain from other US.
Covernnent agenci es various administrative type services on a

rei mbursabl e basis. The specific services required are the basis of an
agreenent between AID and the providing or requesting agency. Charges
are based on the kinds and anounts of services provide or received by
A D

2. Foreign Affairs Adninistrative Support (FAAS)
a. Background

Ef fective Cctober 1, 1976 a new system of financing adm nistrative
su Port costs overseas and in Washington was initiated. This systemis
called the Foreign Affairs Administrative Support (FAAS) systemand it
repl aces the Shared Administrative Support ( SAS) system The
I nter-Agency Council on Adm nistrative Support, with representatives
fromthe six nmajor agencies (State, A D, Defense, USIA, Action, and
USDA), was established to handle major matters of the FAAS system such
as suggested inprovements or perceived inequities in the system
alteration of the core/D stributed Adm nistrative Support ( CORE/ DAS)
base, and as a forumfor appeal of |ocal decision. The Council can take
no acti on whi ch binds an agency to the expenditure of funds appropriated
to that agency.

b. Governing Principles of FAAS

The Council adopted the follow ng principles to govern the FAAS
syst em

(1) The Departrment of State should provide adninistrative support
to ot her governnment agencies where (a) there is a potential for
saving to the Federal Governnent through nore efficient managenent of
Federal Government resources, and (b) there is no real advantage to



both State and the other agency in having State assume the additiona
responsibilities and the cost to any agency is not increased.

(2) Sinplicity in the managenent and nonitoring of the FAAS system
and responsi veness to the program needs of all serviced
or gani zat i ons.

(3) The responsibility for managenment of the CORE positions will be
in the Departrment of State. However, State agrees not to increase or
decrease the nunber of CORE positions where this will have an adverse
i mpact on DAS positions without first consulting the Council

(4) Overal | managenent of the DAS positions will be in the

I nter-Agency Council. Proposals to Increase or decrease the nunber
of DAS positions shall be subject to the Council's review The
Council will have available to its procedures and ot her neans to
control increases in DAS positions and in other DAS costs.

(5) Upon inpl enentati on of the FAAS system the serviced agencies
transferred to State funds to support CORE positions and rel ated
costs. These transferred funds represented a najor part of the cost
of providing adnministrative support to the serviced agenci es under

t he previous rei nbursenent procedures (SAS). Accordingly, it is
expected that substantially the same |evel of support shall be
rendered to the serviced agencies from CORE positions under the new
fundi ng arrangenent as were rendered prior to the revised funding
nmet hods. Serviced organi zati ons shoul d not, however, make increased
demands on CORE positions beyond that which can be efficiently

provi ded. Conversely, all State adm nistrative enpl oyees shoul d
attenpt to fulfill all reasonable requests for support by the

servi ced agenci es.

(6) State will provide support to serviced agencies and will only
charge themthe added cost incurred by State in providing said
service. |f State can provide the services at no extra cost, the

ot her agency or agencies will not be billed. I1f a service is being
requested by one agency or nore and said request causes State to

i ncur added costs, these costs will be funded by the requesting
agency during the first year of service. After that tine, the costs
w |l be distributed between all agencies receiving the conmon

servi ce.

(7 It is recognized that each agency mai ntains conplete authority
over its appropriation and that no decision of the council can bind
it without 1ts approval.

(8) The Council recogni zes that stability in the funding of FAAS is
important to the snooth operation of the system Each agency will
give State sufficient tine to reduce costs when participation in FAAS
is curtailed. State agrees to give each agency early notice of
upcom ng changes in agency costs under DAS and to allow t he agency
sufficient time to bud?et for these changes. State and each

partici pating agency of the Council agree that DAS staffing nmust be
responsive to the budget realities of the serviced agencies.
Procedures will be established that will (a) guide the pronpt
reducti on of DAS staffs when support requirements of serviced
agenci es are reduced and (b) provide for the tinely and equitable
redi stribution of DAS costs.

Expl anation of the FAAS System
(D FAAS is an incremental cost systemwherein State funds the

fixed adm ni strative support costs, and the other agencies fund the
variabl e or added costs incurred by virtue of their presence



overseas. The systemapplies to Washington donestic costs as well as
overseas post costs. The fixed and added costs of this systemare
call ed CORE and DAS (Distributed Adninistrative Support),
resPectiver. CCRE i ncl udes these positions and funds that are
unaffected, or only mnimally so, by changes in the vol une of

adm ni strative support provided by State to other agencies. DAS

i ncl udes those positions and funds that vary depending on the nature
and extent of the administrative support provided to other agencies.

(2) Under this system agencies other than State can expand or
contract, either overseas or in Wshington, w thout having an effect
on the positions and funds State needs to continue to provide

adm nistrative support. The CORE renmains intact. The inpact of
havi ng one or nore agencies sharply curtail, or even conpletely
elimnate, their progranms in a county should be linmted to the added
or DAS costs, in either positions or funds, that State incurred to
provi de adm ni strative support to these agencies. (Note A It is
recogni zed that if all agencies conpletely elimnated their prograns
in a country, and State was there alone, that there would be sone

i mpact on CORE as well as on DAS; however such a possibility is too
renote to be a valid factor in determning State's fixed personne
and ot her costs.)

(3) State budgets and funds for all costs of CORE positions

i ncl udi ng any support costs required. This concept applies equally
t o Washi ngt on donestic and overseas costs. And, this budgeting and
funding principle ignores, beyond the initial determnation, what
agenci es are supported by the CORE position and to what extent. |[f,
for exanple, an American budget and fiscal officer at Post X is
considered a fixed State cost, State funds for the full salary,

al | onances, and other costs of supporting that B& officer, even if
in actual practice 40%of his/her tinme were devoted to supportin
agencies other than State. As long as State workl oad permts, these
agenci es receive the benefits fromthat CORE position, free of any
charge or reinbursenent.

(4) Positions and costs beyond the State CORE are distributed anmong
the participating agencies in proportion to their use of services as

refl ected by workload statistics as presently maintai ned. No part of
t he added costs (DAS) will be borne or shared by State, even if State
derived some adm nistrative support froma particul ar DAS position

(5) Under FAAS, no change is contenplated in the manner of
preparing Form SAS-6, Gther Cbject D stribution, or in the nethod of
distributing these costs to State and the serviced agencies. This
nmeans that the majority of the SAS-6 costs continue to be apportioned
on the basis of the SAS-5 percentages. However, use of the SAS-5

per cent ages devel oped under the FAAS systempernit State to fund the
ot her object costs required to support OCRE positions. This is a
tenporary procedure for FAAS costs and will be amended when the new
procedure Is devel oped.

d. Regul ations Applicable

The principles outlined in 4 FAM Appendi x B 120 of the SAS Uniform
State/ AlDY USI A Regul ations (see Appendix A of this Chapter) have been
nodi fied for application to FAAS, as stated in Section 11E2b. Werever
possi bl e, the methods and procedures set forth in Appendi x 11A are used
to prepare fiscal year FAAS estimates. (Details on nodification to
these procedures are covered in instructions for the FY 1977 estimates.)
The FAAS estimates consist of three separate parts: (1) CORE/ DAS
Schedul es, (2) Going Rate Estimate, and (3) Initial I|ncrease-Decrease
Estimate. (Quidelines for preparing the FY 1976 SAS esti nates convey the
basic rational e and procedures to be applied in the initia



determnations for classifying Arerican and Local positions between CORE
and DAS.

e. Overseas FAAS Budgets

(1) Budgets for the overseas portion of FAAS costs are prepared by
Enbassi es and revi ewed and approved by Mssion's or Al D Regi ona
Ofices in countries where the Regional Ofice is the only AID
Representative. Were AAG and/or AGIIS offices are present, they
will be consulted as to their requirements. The first stepin this
process is an annual review for the purpose of establishing the
current needs of the Mssion for FAAS services and the ability of the
Enbassy to provide these services. This is followed by a M ssion
revi ew and approval of the FAAS budget schedul es incl udi ng wor kl oad
and cost factor distributions, the annual budget request ( Going
Rate), and proposed adjustnents to the annual budget request

(I ncrease-Decrease Request). Issues raised by the Mssion inits
budget review, which cannot be satisfactorily resolved with the
Enbassy, are noted in the post FAAS budget for consideration at the
Washi ngton | evel reviews, and they may be subject to decisions by the
I nt eragency Council on Admi nistrative Support.

(2) I n the Washi ngton review and approval of the overseas FAAS
budgets an amount is added by the Departnent of State to cover the
Anerican personnel benefits cost factor that is not included in the
budgets submtted fromthe field. Aside fromthis, nothing is added
in the Washi ngton review that had not been initiated by the post and
approved by all agencies at the post. Any other adjustnents in the
post budgets made in Washington generally will be reductions based on
guestions raised by the participating agencies in the Washi ngton
review or for the purpose of conpressing the total FAAS budget within
overall funding availabilities of the participating agencies.

f. Domestic FAAS Budget

A fairly substantial portion of AID s share of the total FAAS costs
covers expenses not included in the overseas FAAS budgets. These itens
consi st of costs in support of overseas operations which are funded
centrally (in Washington) by the Departnent of State for such things as
post assignment and home | eave travel for overseas FAAS staff and
wor | dwi de nedi cal and communi cati ons costs; and overseas costs at State
Department posts where there is no Mssion. Under the FAAS system
rel mbursenents to State for donestic adnministrative support is
substantially | ess than under SAS because (1) reinbursenent under FAAS
covers only a fewitens such as certain medi cal services and pouch costs
and (2) vehicle replacement costs are fully funded by State.

g. Review and Approval of FAAS

ADWs central review of FAAS budgets is guided by the general
principle that we nust abide by the existing system This is not to be
construed as raising a barrier to changes in the system Changes in the
system cone under the purview of the Inter-Agency Council on
Admi ni strative Support principally concerned with adm nistrative support
arrangenents. Proposals for change nay be referred to the AID
representative on that council and are to be taken up with the council
Responsibilities within AID for the various el ements of the FAAS revi ew
and approval process are as follows:

(1) M ssion
(a) Revi ew the M ssion's budget needs at |east annually, and all

ot her FAAS budget schedul es at the various tine intervals that
they are subnitted to State.



(b) Validate the workl oad statistics applied to AID

(c) Approve for Al D the FAAS post budgets, including
adjustnents, and the level of the AID share of these budgets;
noting for AID Wattention, any di sagreenent wi th the budget that
has not been resolved to the Mssions's satisfaction at the post.

(d) Provide at |east 6-nonths advance notice to the Enbassy
whenever significant changes in Mssion workforce | evels or other
factors affecting FAAS workl oad are known in advance to obtain
appropriate credit in FAAs charges. A copy of the notificationis
also to be sent to State/Wand to AADWfor the attention of the
Support Pl anning Division (SER FM SPD) .

(e) Identify, as appropriate, any other options available to the
M ssion for obtaining needed servi ces.

(2) Al DW
(a) O fice of Managenment Operations (SER M)

1. Exanines M ssion services being obtained to determine if
they are in conformance with Al D policies and approved M ssion
pl ans for support services.

2. Exam nes optional ways of M ssions obtaining services.

3. Assists Mssions and the Departnent of State in inproving
the quality of the services.

4. Reviews overseas FAAS budgets, validates Al D workl oad
statistics and approves the share of costs for services at
State Department posts where there is no AID staff to conduct
t hese revi ews.

5. Coordinates with SERRFMthe results of SER MD revi ews havi ng
an effect of FAAS costs.

(b) Support Pl anni ng Division

1. Represents AID on the Inter-Agency Council on Adm nistrative
Support.

2. Reviews overseas and donestic FAAS budgets; validates AID s
share of the costs; coordinates with Departnent of State and
ot her serviced agencies on policy and procedural matters,
qgquestions dealing with matters of interagency concern, and

poi nts of issue raised by AID M ssions.

3. Reviews overseas centrally funded FAAS budgets from posts
where there is no AID representation and validates AID s share
of the costs.

4. Reviews Special Agreenents for admnistrative services and
validates AID s share of the costs.

5. Analyzes and conpares functional FAAS costs.

6. Negotiates with the Department of State the total worl dw de
FAAS costs to be reinbursed. (Individual M ssion anmpbunts are
kept within the | evels approved by each M ssion, as adjusted to
i nclude the centrally funded Personnel Benefits costs.)

7. Advises Mssions of their individual total annual costs and



account (s) to be charged (dollar account and/or Trust fund
account).

(c) Al D/ W Geogr aphi ¢ Bureaus and Auditor Genera

The Geographi ¢ bureaus and the Auditor Ceneral in AlDWserve
as expeditors on FAAS probl ens M ssions have referred to AADW
Though they have no direct review responsibilities for tYpes and
| evel s of services, workload, or cost, they may be consulted on
any of these matters by either SER/ MO or SER FM

3. Special Adninistrative Support Agreenents

Speci al Administrative Support Agreenents are agreenents between Al D and
other U S. Covernnent agencies, including the Departrment of State in cases
not covered by the General FAAS Agreenent, for providing or receiving
adm nistrative type services both in Washi ngton and overseas. The
i ndi vidual agreenent is tailored to neet the requirements of the respective
parties thereto. Special agreenents are in force; for exanple, between A D
and CPIC in Washington for services provided by AID and vice versa; between
A D and the Departnent of State for support in Hong Kong; etc. Charges are
based on the kinds and anmounts of services provided or received by AID
Speci al agreenents entered into are to be adequately justified and require
approval of SER/ MY OM whi ch has responsibility for nonitoring agreenents
and determining the propriety of State and agency billings for the support
servi ces covered.

11F. M ssion Accounting and Reporting for Operating Expenses
1. Purpose

The primary purpose of the Accounting and Reporting requirements is to
furnish Mssion and AlDY Wmanagers with reliable data, derived fromforna
accounting records, which will be supportive of their responsibility to
econonical ly manage the control and obligation of operating expense
resources available to them The budgetar¥ constrai nts under which AID
must obligate its operating funds in each fiscal year make it inperative
that there be continuous nonitoring and effective control of actua
operating expense obligations. A secondary but equally necessary purpose
of these requirenents is to support, by nmeans of fornmal and uniform
accounting records, the integrity of operating expenses actual obligations
reported to the Congress and used in the annual budget process.

2. Accounting
a. Ceneral

The Accounting system provides for accurul ati on of operating expenses
obligations, both dollars and trust funds, by object and sub-object
cl ass codes that have been prescribed for AID use. (Accounting and
reporting for operating expenses by managenent function were
di scontinued effective July 1, 1976.) Mssion funded obligations are
recorded in object class distribution | edgers by the three-digit object
cl ass codes so that such informati on can be readily extracted for
required reporting purposes. The distribution |edgers are subsidiary to
allotnent |edgers, derived pursuant to obligation docunentation outlined
i n Handbook 19, Chapter 1, and are totaled and reconciled periodically
with obligations recorded in the allotnent accounts covering the
M ssion's dollar funds and dollar and | ocal currency trust funds. A DW
funded obligations (U S. direct hire salaries and benefits and FAAS
costs) are recorded in nenorandumrecords and total ed periodically for
inclusion in required reports to AlDY Wand M ssi on managenent. Amounts
budget ed for each object class (MOB subnission anounts adjusted for
subsequent Al D/ Wapproved financial plans and approved changes during



the fiscal year) are recorded in the distribution | edger headers for
nonitoring activity in the operating expense accounts during the year.

b. Object Cass Identification

Definitions of object and sub-object classifications which apply to
operating expenses and the numerical codes assigned are provided in AID
Handbook 18, Information Services, Appendix D, Attachnent E-1.

bl igation docunents are annotated with the applicable three-digit

obj ect and sub-obj ect cl ass code.

c. Records and Procedures
(1) M ssion and Trust Funded Obligations

Subsidiary distribution | edgers are naintained for each M ssion
operating expenses dollar and trust fund allotnent |edger. Every
obligation entered in the operating expenses allotment | edger is al so
posted to the object and sub-object class distribution |edgers. At
the end of each nonth subsidiarY distribution ledgers are total ed and
bal anced (reconciled) to the allotnent |edger obligation totals.
Distribution | edgers are maintained for each of the follow ng
two-digit object class codes and the rel ated sub-object class codes:

Code Coverage

11 Personnel Conpensation

12 Personnel Benefits

13 Benefits for Former Personne

21 Travel and Transportation of Persons
22 Transportation of Things

23 Rent, Communication and Wilities
24 Printing and Reproduction

25 Gt her Services

26 Supplies and Materials

31 Equi prrent

32 Lands and Structures

40 Gants and Fi xed Charges

(2) Al D/ W Funded Obligations

Since AlD Wfunded M ssion operating expenses are not recorded in
the official Mssion allotnment accounts, menorandum records are kept
to accumul ate these expenses. Wile not nandator%, the distribution
| edger formis the recomrended menorandum record because it provides
nore consi stency and permanence t han wor ksheets or other nenoranda.

3. Reporting
a. M ssion Reports

(1) As indicated in 11A, M ssion nmanagement exerci ses econom ¢ and
effective control over total Mssion operating expenses, whether
funded fromMssion dollar allotnents, |local currency funds, or by
AIDW Mssion Controllers are responsible for keeping M ssion
managenent i nforned throughout the year on the status of operating
expense activity. Significant variations between actual and pl anned
levels of activity are anal yzed and brought to M ssion managenent
attention on a tinely basis so that renedial action can be taken
internally or, if the circunstances dictate, needed changes in the
pl anned | evel of operating expenses can be justified to ADW

(2) Formal reports to M ssion nmanagenent are not prescribed. From
t he accounting records and procedures prescribed herein, interna



reports and analysis are derived to the extent required by each

M ssion's nmanagenent to achi eve effective and continuing control on a
nore frequent and/or detailed basis than is required in reporting to
ADW

Al D/ W Reports

(D Mont hly reporting of cumul ative dollar obligations agai nst the
Mssion's dollar allotnent and trust funds, as applicable, was

requi red begi nning Cctober 31, 1976. Reports are sent via priority
cable to SER FMSPD, ADW and are due not |later than the second
wor kday fol |l owi ng the end of each nonth. Trust funds are to be
expressed in dollar equivalents and are to be reported in a colum
separate fromthe Mssion's dollar allotrment. The two-digit object
classes to be reported are 11, 12, 13, 21, 22, 23, 24, 25, 26, 31,
32, 40 and total. The three-digit object classes to be reported are
310, 311, 312, 319 and total.

(2) The Annual Report of bligations by Object Cass provides AADW
with data essential to the preparation of the object classification
schedul es that will be printed in the Appendi x of the budget of the

U S Covernment. Mssion and Al DY Woperating expenses are incl uded
inthis report. Instructions on the form content and other details
for the preparation and subm ssion of this report by Mssions are

i ssued by Al DWannual ly.

(3) The Report of OMB Circular A-93 calls for submission of data on
wor ker years and payroll and rel ated benefits costs. Mssion and

Al DY Woperating expenses are included in this report. Instructions
on the form content and other details for preparation and subm ssion
of this report by Mssions are issued by AIDY Wannual | vy.
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110

I nt roducti on

The Foreign Affairs Administrative Support (FAAS) programis the nedi um
for providing the adm nistrative backstoppi ng servi ces which are a comon
requirenent of all U'S. Covernnent prograns overseas. To nmaintain U S
enpl oyees overseas nmeans providing themwith a place to work and live, the
physical facilities necessary to do the job, communications with parent
agency in Washi ngton, and assistance and protection for thensel ves and
famly in a different and soneti nes strange environnent.

The FAAS systemis the method of deternining adm nistrative support
costs and distributing these costs anong all the supported agencies. The
apparent conplexity of the systemis caused by the different funding
obj ectives whi ch the system enconpasses, as foll ows:

1. The Departrment can maintain the basic staff and facilities which it
needs to support its permanent program overseas.

2. The additional increments of staff and facilities necessary to the
support of other USG prograns as a whole can be readily identified.

3. The added costs of support to the other agencies can be distributed
anmong the agencies in a nmanner whi ch recogni zes the different degrees of
fupport requi red anong prograns which range fromvery snall to very

ar ge.

Since Wrld War |1, the Department has provi ded adm ni strative support
services to USG agenci es with prograns overseas. This arrangenent has been
based on the prem se that by the expansion of the Departnent’'s basic
adm nistrative capacity to include the common admnistrative requirenents
of other agencies, thus preventing duplicative staffing and resources, wth
t he supported agencies sharing in the costs of these augmented facilities.

Oiginally, the cost sharing concept was simlar to the present nethod
in that the agencies paid only for the added costs of resources, but the
rapi d growth of nunerous prograns, including the Departrent's, made the
segregation of added costs too difficult. In an attenpt to sinplify the
effort, this method was foll owed by a per capital system which nerely
di vided the country costs by the nunber of persons serviced. The
shortcoming in this method was the assunption that each person in each
programrecei ved an equal degree of support services, which experience has
proven untrue.

These previ ous nechani sns gave way, in turn, to a systemof cost
distribution in which individual services were identified and shared in
accordance with workl oad counts, or factors, which were applied to each of
t he services.

The present system came about as a result of concurrent Departnental and
GAO st udi es whi ch concluded that the Department shoul d budget and fund all
of the costs of the basic admnistrative structure required to support the
Departnent' s permanent prograns without regard to the | ess pernanent and
ever - changi ng prograns of other agencies. GAO s concern was that the
Departrent's appropriation, prior to FAAS, did not reflect the full cost of
its overseas operations; the Department's concern was in stabilizing its
basi ¢ share agai nst the significant swings which resulted fromthe rise and
fall of other agencies' participation

Thus, the FAAS systemprovides that the State Departnment will fund the
CCRE costs, and the supported agencies fund the DAS costs. CORE is not an
acronymbut refers to the basic adm nistrative organi zation which is
necessary even if no other agencies are present. DAS stands for



Distributed Adm nistrative support, and is that additional portion of the
structure which is added to the CORE to neet other agency requirenents
DAS costs are shared by the application of workload factors which measure
the varying degrees of service anong the partici pati ng agenci es.

The distinction between CORE and DAS costs is based on the designation
of adnministrative positions in each category. A percentage relationship is
deveIoPed fromthe costs of these positions and applied to certain
non-sal ary costs to provide a derived OORE and DAS distinction in those
areas which are not readily susceptible to a nore preci se separation.

For the principal officer of the supported agency, the key elenents in
t he FAAS funding systemare the percentages which are devel oped fromthe
current year's support activities, and the application of these percentages
to the total cost estinmates for the next year (the financial plan year).

The process of devel oping the percentages is set forth in Chapter 300.
The post adm nistrative support agreements |ists the various services which
are available. The workload factor distribution schedul e neasures the
wor kl oad of all agencies in terns of the Proportionate use of each service.
The staffing distribution schedule identifies the CORE and DAS positions
and the percentage rel ati onship of each. The personal services
di stribution schedul e spreads the costs of the services which are perfornmed
by the DAS positions, and the other objects distribution schedul e does the
sarme for the non-sal ary costs.

It will be noted that the workl oad and costs in the current year are
used to devel op the percentages which determ ne the actual reinbursenents
in the projected financial plan year. This pernits the accumul ati on of
wor kl oad data over a full year, and the use of dollar amounts which are
related intime to the workload. |t assumes that the service requirenent
remains relatively stable fromyear to year

The costs to which the percentages are applied, to determne the
rei mbursenents which will be paid, are devel oped as shown in Chapter 400.
The FAAS Field Budget Estimates and the M d-Year Financial Plan represent
what the post feels it will need to continue to provide adm nistrative
support in the new fiscal year to all agencies.

The FAAS estinmate that the supported agency is called upon to review and
initial is for FAAS purposes only. It is not the full cost of running the
Departrent's prograns in a country. The Departrent's basic prograns, or
substantive activities, are funded by a separate allotnent for that
pur pose, Lust as each supported agency has an allotment at the post to take
care of the costs which are directly identified with the agency's program
FAAS does pay for sone common costs for all agencies. Basically, the rule
is that costs for the direct benefit of the agency, which can be readily
identified and vouchered, will be charged to the agency's funds. This wil
normal |y include such charges as all owances of program personnel, salaries
of locally hired people, office and residential rents and utilities, office
furnishings and equipment. |t may al so include such things as tel ephone
tolls and tel ex charges, and other itens peculiar to the agency's program
requi renents.

The State Department is the manager of FAAS. An inter-agency council of
the major participants is the policy board. Procedures and regul ations are
establ | shed by the council. Funding requirenents are jointly reviewed at
the country level and in Washington. An agency with a servicing problemis
encouraged to work this out at the post, but the agency representative has
the option of sending its views to its agency in Washington, which in turn
can bring it to the council's attention, where it will be given ful
attention

To neet the wide variety of servicing requirenents on a worl d-w de



basis, and to handl e the resulting masses of data which are generated, the
systemis built on nunerous conprom ses. |In many specific instances,
therefore, it may not neet the standard of perfection that may be present
in one agency's operations, or nore particularly, the standard that nay be
inthe mnd of an individual client agency representative. It does,
however, continue to provide the common admi nistrative support services
whi ch are necessary to U S. prograns overseas.

120 The I nter-Agency Council on Administrative Support (the FAAS Council)

Like its predecessor, SAS, the FAAS systemis a cooperative endeavor of
all the beneficiary agencies. Policies, rules, regulations, are al
devel oped in concert for the common good of the participants and with
consideration of their varying viewoints. The interests of all agenci es,
and the overriding interests of the U S. Governnent as a whole, are
represented in the governing body of the Inter-Agency Council on
Admi ni strative support, commonly referred to as the FAAS Council .

Participating in FAAS are as many as 150 fundi ng conponents. These are
departnents, agencies, bureaus, offices, and prograns, present in various
degrees in enbassies and consul ates around the world. Admnistration of
the systemwi th equal representation for all would present an unmanageabl e
problem Therefore, the FAAS Council is limted to a reasonabl e nunber of
t hose agencies with the |argest stake in the successful operation of the
systemwi th provision, of course, for the representati on of the renaining
partici pants through the designated Council menbers. The nenbership of the

Council, and the relationship to all other participants, is described in
the charter in Section 125 bel ow. A FAAS Wrking Goup, as shown in
Section 140 bel ow, assists the Council in the mnutiae of its

adm ni stration of the system
121 Typi cal Matters of Council Consideration

First and foremost, of course, an informal Council laid out the ground
rules and the basic philosophy for the changeover fromthe old method of
total sharing of admnistrative costs to the FAAS systemwi th its CORE DAS
distinction. This early council developed the rules for the original CORE
and DAS position designation and then wote its ow Charter. Since that
time, with the official inplenmentation of the FAAS systemin FY 1977, the
Council has met frequently and played an active role in the many different
i ssues which arise. Typical of such issues are the foll owi ng:

a. The review and approval or disapproval of DAS position increases and
decr eases.

b. The establishnent of ad hoc task forces and/or working groups for
special projects, such as the changeover of the Wst African
Consol i dated Adm nistrative Services Center (WACASC) from S&E funding to
Wrking Capital Fund fundi ng, and eventual termnation.

c. The President's directive to explore opportunities for further
consol i dation of overseas adm nistrative support.

d. The inplenentation of Joint Administrative Ofices.

e. CGeneral reductions in FAAS positions resulting fromreduced
enpl oynent ceilings.

f. GAO report and Congressional inquiry on FAAS
g. The assunption by the State Departnent of funding responsibility for

gover nnent - owned and | ong-term | eased properties and the resulting
appropriation transfers.



125

130

h. Procedural changes in FAAS and the establishnent of FADPC, Bangkok

i. Special reports on unique countries where significant funding
probl ens have arisen, such as Egypt, Iran, and WACASC

Charter for the Inter-Agency Council on Adm nistrative Support
Article | - The major agencies principally concerned with the Foreign
Affairs Administrative System(State, Defense, AID USIA Peace Corps, USDA
and Commerce) hereby establish a council in Washi ngton for the purpose of

mutual |y considering and elimnating probl enms and i nprovi ng services
provided. The commttee will deal with major matters concerning the
Foreign Affairs Adnministrative system such as suggested inprovenents in
the systemalteration of the CORE/ DAS base, perceived inequities in the
systemand finally serve as a forumfor appeal of |local decision. It is
recogni zed that the Council can take no action which binds an agency to the
expenditure of funds appropriated to that agency.

Article Il - The council shall be naned the |nter-Agency Council on
Adm ni strative support.

Article I'll - The council shall be made up of seven voting nenbers. Each
of the major agencies participating in the Foreign Affairs Admnistrative
System shal | designate one representative at the Deputy Assistant Secretary
level. The eighth nenber and non-voting nmenber of the Council, its
Executive (fficer, shall be designated by the Departnent of State.

Article IV - The council shall nornmally neet once every quarter. Any of
the seven representatives can call a special neeting by informng the
Executive Oficer.

Article V - Any of the nmenber agencies can bring a matter before the
counci| by contacting the Executive (fficer and requesting that it be
pl aced on t he agenda.

Article VI - Any agency participating in the Foreign Affairs Admnistrative
System which is not represented on the council can bring a matter before
the council if at |least one of the seven najor agencies agrees that the
matter needs to be discussed. For that matter and that nmatter only, the

ot her agency shall becorme a full menber of the council

Article VII - It will be the responsibility of the Admnistrative Oficer
and representatives of the participating agencies at a post to establish
procedures for the admnistration of DAS at the |ocal level. Loca

procedures will be within the guidelines set by the Inter-Agency Council.
To the extent possible any questions involving the admnistrati on of DAS
will be resolved at the post. In the event that this is not possible, the
| ocal decision may be appealed to the Inter-Agency Council in Washi ngton

Article VIIl - If after considering the matter presented all menbers agree,
the State Department representative shall insure that the recommendation is
implemented. |f there 1s disagreement, the witten recommendati on shall
state which menbers concur in its recommendati on and which dissent. The
recomrendati on shall then be submtted to the Assistant Secretary of State
for Administration for final witten determnation. The Assistant
Secretary's response shall include a concise statenent of the reasoning for
each determination. The Council Executive Oficer shall naintain a

conpl ete record of all determnations requested and final disposition
thereof. The Departnent of State agrees to seriously consider these
recomrendat i ons but continues to reserve final decisional power on policy
matters concerning the Foreign Affairs Administrative System

Governing Principles of the FAAS System



The statenments of Policy and Principle enunerated bel ow are the
guidelines for the admnistration of the Foreign Affairs Adm nistrative
Support System

1. The Department of State shoul d provide adm nistrative support to
ot her gover nment agenci es where:

(a) There is a potential for saving to the federal governnent
t hrough nore efficient nmanagement of federal government resources.

(b) And, there is real advantage to both the Departnment and the
other agency in the Departnment assum ng additional responsibilities
and the cost to any agency is not increased.

2. Sinplicity in the managenent and nonitoring of the new arrangenent
and resBonsiveness to the program needs of all services organizations
shoul d be characteristics of the Foreign Affairs Adm nistrative Support
system

3. The responsibility for managenment of the CORE positions will be in
the Department of State. However, the Departnent agrees not to increase
or decrease the nunber of CORE positions where this will have an adverse
i mpact on DAS percentages wi thout first consulting the Council.

4. Qverall managerent of the DAS positions will be in the |nter-Agency
Council on Adm nistrative Support. Proposals to increase or decrease
t he nunber of DAS positions shall be subject to the Council's review
The council will have available to it procedures and other means to
control increases in DAS positions and in other DAS costs.

5. Woon inplenentation of the Foreign Affairs Admnistrative System the
serviced agencies transferred to the Departnent funds to support CORE
positions and rel ated costs. These transferred funds represented a
maj or part of the cost of providing adnmnistrative support to the

servi ced agenci es under the previous reinbursenent procedures.
Accordingly, it is expected that substantially the same |evel of support
shall be rendered to the serviced agenci es from CORE positions under the
new fundi ng arrangenent as were rendered prior to the revised funding
net hods. Serviced organi zati ons should not, however make increased
dermands on CCORE positions beyond that which can be efficiently provided.
Conversely, all Departrment Adm nistrative enpl oyees should attenpt to
fulfill all reasonabl e requests for support by the serviced agenci es.

6. The Departnent will provide support to serviced agencies and only
charge themthe added cost incurred by the Department in providing said
service. |f the Departnent can provide the service at no extra cost,
the other agency or agencies will not be billed. |If a service is being
requested by one agency and said request causes the Departnent to incur
added costs, these costs will be funded by the requesting agency during
the first partial year of service plus the succeeding full year of
service. After that tine, the costs will be distributed anong al
agenci es receiving the common servi ce.

7. It is recognized that each agency mai ntains conpl ete authority over
its appropriation and that no decision of the Council can bind it
wi thout its approval

8. Each council nenber recogni zes that stability in the funding of

adm nistrative support is inportant to the snooth operation of the
Foreign Affairs Administrative System Each agency will give the
Departrent sufficient time to reduce costs when participation in FAAS is
curtailed. The Department agrees to give each agency early notice of
upcom ng changes in agency costs under DAS and to allow the agency
sufficient tine in which to budget for these changes. The Depart nment



and each participating agency of the Council agree that DAS staffing
nmust be responsive to the budget realities of the serviced agencies.
Procedures will be established that will (1) guide the pronpt reduction
of DAS staffs when suEport requi renents of serviced agencies are reduced
and (2) provide for the tinely and equitable redistribution of DAS
costs.

9. The cost of overseas adninistrative support services provided by
State Department posts to U S. Covernnent agencies shall be reinbursed
in proportion to services requested by and perforned on behal f of each
particl pating program or agency.

10. The chi ef representative of each serviced agency shoul d recogni ze
a mutual interest in the efficient and econonic managenent of the

adm nistrative operation to the extent that facilities are nmade

avail able to the agency. To this end, the representative shoul d enter
into an agreerment with the admnistrative officer to make certain that
the range of avail abl e services the agency requires are in fact provided
or made available for the use, and that the proportionate share of the
total cost attributed to the agency is equitable.

11. State, through its post admnistrative officers, will be fully
responsi bl e for providing the agreed admnistrative services to all
particiPating agencies in an equitable manner and as contenplated in
principle 10 above. Post adnministrative officers will instill in the
shared adm nistrative staff this same recognition of responsibility for
servicing all participating prograns.

12. The quantity, extent, and standards of service provided to
different serviced agenci es shall not necessarily be 1dentical but shal
be tailored to the requirenents of each agency to acconplish its
assigned programresponsibilities to the extent that the agency provides
funds to nmeet such servicing requirements. Variations in the range and
| evel of service shall take into account differences in the nature of
prograns and/or |ocal conditions.

13. To facilitate the managenent of the services, each participating
agency and State will develop a range of services for that agency's
individual mssions as may be required in the light of local conditions.

14, Because maj or portions of the shared adm nistrative costs are
relatively inflexible within short tine periods, participating agencies
wi Il undertake to stabilize the range of services requested within a
given country fromyear to year

15. Each participating agency will neet not only the cost of providing
support to Its own programoperations but also its share of costs
attributable to supporting the staff and activities necessary to provide
t he shared adm ni strative services.

16. Al agencies being serviced by State nust understand that the
services to be rendered nmust be within the provision of |egislative and
other regulatory authority of State. Agencies nust al so understand that
FAAS or other reinbursenent procedures cannot be used as a vehicle for
obt ai ni ng servi ces for which an agency does not have the authority to
render its own people.

17. The serviced agency will be charged on a subfunction basis for
only those services it agrees to accept.

18. Per sonnel perform ng shared adm nistrative services shal
preferably be enpl oyed on the payroll of the Department of State. Were
appropriate in countries with forei gn assistance prograns, the
Departrent of State through its Ofice of Personnel and Agency for



I nternational Devel opnent through its Ofice of Personnel, and in close
consul tation with appropriate geographic bureaus in both agencies, will
assi gn personnel fromboth the Departnent and AID to the positions
performng shared adm ni strative services. Were appropriate, mutua
effort will be nade to arrange details of personnel and appropriate

rei mbursenents, so that the responsibility for management of the shared
services wWill remain with State. |f another agency is in the best
position to provide certain admnistrative support services, such
agency, with Washington approval, nay be del egated responsibility for
provi di ng these servi ces.

19. In view of stringent eaﬁlo ment limtations, agencies requiring

i ncreased | evel s of support i ch necessitate additional DAS positions
wi Il provide the increased personnel or work with State to arrange
increases in State ceilings through the Ofice of Managenment and Budget.

20. To clarify the basic concepts of when to place charges under FAAS
or do direct charging, the following principles will be observed. Al
agenci es endorse the principle of direct chargi ng whenever possible
since it (a) gives each agency a better understandi ng and nanagenent of
its major admnistrative expenses, (b) precludes disagreenents over
possi bl e inequitable distribution, and (c) reduces admnistrative
support reinbursements and the scope of the negotiating process.

21. Direct charging is to be used when it supports the principles
nmenti oned i mredi atel y above and when the charges can readily be
separat ed and vouchered

22. I f agencies at any post prefer funding for special itens through
FAAS or on a joint admnistrative organization baslis, such approval
shoul d be obtai ned from Washi ngt on

23. The pl anned and efficient provision of common support services
requires early funding and firmagreenents for each full year. As
required by the serviced agencies, State will anticipate and estimate as
carefully as possible, after discussion with serviced agency
representatives, the full costs of providing the shared admni strative
services for the year. These costs will be distributed by agency and
wi Il be based on post workl oad data obtai ned through FAAS procedures.
The funds for adm nistrative support reinbursenents nust be schedul ed
within total agency appropriations, which finance nany ot her purposes.
The intelligent programming of total appropriations for financing many
pur poses requires that as many costs as possible be deternined firmy as
earh% as possible in each fiscal year. Therefore, after annua

rei nbursenent ceiling amounts are deternmned as provided in the
precedi ng paragraph, no changes will be nmade until the Md-Year review
except in the case of major changes in the reinbursing agency's program
activities and support services desired or other significant and

unavoi dabl e i ncreases or decreases which may result fromthe foll ow ng:

a. The appropriation of funds substantially |ess than anticipated and
whi ch woul d substantially reduce the reinbursi ng agency's program
activities.

b. The opening or closing of an overseas m ssion for which support
services are desired or have been furnished.

c. A coordinated request fromthe nission for specific additiona
services and facilities or the elimnation of services and facilities
bei ng performed for a specific agency or the m ssion, which would
result in an increase or decrease in resources.

g. ghe passage of new Public Laws which inpose a heavier financia
ur den.



e. Natural calanties, or precipitous actions of host governnents.

Such increases as defined in paragraphs (b), (c), (e), and (f) wll
be ﬁronptly reported to agency representatives at the post and to
Washi ngt on by joint nessage before the increased costs are incurred,
unl ess physical circunstances nake this literally inpossible. The
i ncreased costs will be jointly considered i n Washi ngt on, shared
equi tably anmong participating agenci es pursuant to the principles
herein, and approved to the extent funds are avail abl e anmong t he
agencies affected. Except for possible increases in tota
adm ni strative expenses arising fromsuch uncontrollable events, it is
i ncunbent uBon State to manage the shared arrangenent in such fashion
that distributions of costs, as approved in Washi ngton by the FAAS
Working Goup and notified to the post, are not exceeded.

24, No charges will be assessed any agency through FAAS for rent or
for comon service-type structural changes on U S. Government - owned and
long-termleased real estate or real property provided by a foreign
governnent as support in kind to a specific agency. Charges will not be
made for depreciation of real or personal property. Aﬂencies may be
charged for repl acenent cost of personal property in the year in which
repl acenents are nade

25. Wien an agency is responsible for an increase in their |evel of
adm nistrative services resulting in cost increases which would distort
the distribution of the going rate percentages, then such cost increase
shoul d be handled as a Special Itemin the FAAS md-year financial plan
submi ssi on

26. State will account for the cost of FAAS services separately from
State's own program and direct adm nistrative expenses and shall nake
t he FAAS accounts avail able for review by partici pati ng agenci es.

27. Services to contractors may be provided as a FAAS cost only when
t he appropriate agency representative requests the post, in witing, to
render such services as part of their nission and agrees to rei nburse
for services rendered. In no instance should a contractor, or
contractor enpl oyee, pay State direct for services received.

28. The criteria for providing particiPating agencies with services
for program services and adm nistrative functions are as foll ows:

a. The program services which are normal functions of each agency at
a given post shoul d be made avail able, as practicable, to other
agenci es at that post w thout charge.

b. Significant admi nistrative services or costs provided on a conmon
basis by a serviced agency will, if the agency providing such
services or naterials so desires, be subject to rei nbursenent, or

ot herwi se of fset under agreed procedures

29. In an effort to pronote better understandi ng of FAAS operati ons,
servi ced agencies agree that officers being assi gned overseas, who will
be invol ved in FAAS negotiations at posts, should consult with
appropriate regional bureau personnel in State before proceeding to
their posts. Likew se, FAAS personnel proceedi ng overseas shoul d
consult with major serviced agenci es and FAAS personnel overseas shoul d
provi de anpl e briefings on the FAAS system

30. Agenci es withdrawing partially or mhoIIY fromthe joint servicing
arrangenent or having di mnishing prograns will provide reasonable (6
nont hs) advance notice in witing to State, Washington, and the enbassy
so that termnation of service may be effected in an orderly manner and
coordinated with any need for changes in costs to other agencies, and so
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that reductions may be acconplished nost effectively and econonically
for all concerned. |In the event an agency withdraws partially or wholly
fromthe joint servicing arrangenent, or fails to notify State,

Washi ngton, and the enbassy that its programis di m nishing without

gi ving reasonabl e notice, then that agency shall bear the cost of
terminating staff and a reasonabl e portion of the other costs allied to
its withdrawal or reduced servicing.

31. When it appears that State can no longer performa service it wll
imredi ately notify the requesting agency. |f the probl emcannot be
resolved, State wll give a formal 6 nonths' notice that the service is
to be discontinued.

32. Instructions to the field concerning FAAS support and/or
rei mbursenent procedures will be coordi nated anmong the maj or
partici pating agencies.

33. These principles will continue in effect until amended by common
agr eenent .

The FAAS Wirki ng Group (FWG

The FAAS Working Group is an adjunct of the FAAS Council. Each nenber
serves as an alter ego to the Council principal for the ﬁurpose of initial
revi ew consi derati on of common concerns. Agency nenbership of the FWGis
the sane as the Council as described in Section 125, but where the Council
i s conposed of representatives at the Deputy Assistant Secretary |level, the
FW5 is staffed by budget and management personnel at the journeyman |evel
The PWG is chaired by the State Executive Secretary to the Council, and is
often expanded to include other State personnel (e.g., fromthe Regiona
Bureaus) to draw on the field experience of those with intimte know edge
of the FAAS operation

The PWG neets frequently, but not on a regularly schedul ed basis. A
principal function is to expedite Council action on post requests for
I ncreases or decreases in DAS positions, and in this process will review
post justifications, reach a group decision, and obtaln the concurrence of
their respective Council principals.

Anot her maj or function of the FW5is the annual inter-agency review of
post Financial Plans, as described in nore detail in Section 550. These
I ntensi ve revi ew sessions establish the FAAS funding | evels for each
country, on which the annual reinbursement anounts for each agency are
cal cul at ed.

In addition, the FWs participates in the devel opnent of procedura
changes and provides the staff for Task Forces established by the FAAS
Counci| for ad hoc projects.

St andard Functions and Subfunctions

Adm ni strative support at overseas Posts is defined in terns of the
fol | owi ng maj or functions:

1. Personnel Services

2. Budget and Fiscal Services
3. Ceneral Services

4. Communi cations Services

5

Security Services



6. Managenent Services
7. Drect Services

Wthin these major functions, the followi ng standard subfunctions are

used by each overseas post in reporting, pricing, and distributing costs of
services rendered. A description of the nore significant services provided
wi t hi n each subfunction, and the prescribed workload factor for each
sub-function is also shown. Certain exceptions to the FAAS cost
distribution system or to the application of workload factors, which have
evol ved over the history of administrative support servicing are indicated
here for ready reference.

1.

PERSONNEL SERVI CES

1.1  Anmerican Personnel Managenent. |ncludes recruitment, position
classification, evaluation, personnel actions, career guidance,
counsel ing, allowances review, |eave records, staffing patterns and
position schedules, and related reports and files. (Factor A -

Ameri cans Serviced).

Exception: It is not unconmon for an agency to provi de personnel
services for its Amrerican enpl oyees fromthe parent agency's on-site
executive office or its hone base in Washington. Therefore, if an
agency uses only one of the sub-services shown above (for exanple, the
benefits of allowances review studies) the quantity shown for Wrkl oad
Factor A nmay be adjusted downward to avoi d an inequitable share of DAS
costs being charged to that agency. In this connection, by agreement
between the Departnents of State and Defense, Anerican mlitary
personnel will not normally receive services other than all owances
review and staffing patterns, in which case only civilian personnel will
be included in Factor A for Defense Department conponents.

Fundi ng Exception: Al costs related to the Famly Liaison Ofice wil
be charged to the State Programall ot nent and excl uded from FAAS

1.2 FSN Personnel Managenent: includes recruitment, position
classification, evaluation, personnel actions, wage adm ni stration
staffing patterns and positions schedul es, | eave records, career

gui dance and counseling, and related reports and files. (Factor B -
FSN s Serviced).

Exception: An agency whi ch uses only one of the sub-services |isted
above (for exanple, wage administration, nay be excluded fromthe
wor kl oad count).

1.3 Wel fare and Health Services: |Includes diplomatic list natters,
post reports and orientation, identity cards and |icenses, assistance in
traffic violations and accidents, comm ssary certification, Foreign

O fice accreditation, staffing and operation of health room first aid,

i mruni zations, dispensary, evacuations, and medi cal reports and

anal ysis. (Factor C - Anerican Pernanent Positions and Contract

Ameri cans).

1.4 Travel Services: Includes preparation of travel orders, issuance
of GIRs, assistance in arrival and departure, reservations, ticket
purchases, hotel accommobdations, itineraries, and obtaining foreign
visas. (Factor E - Nunber of Travelers Serviced).

BUDGET AND FI SCAL SERVI CES

2.1 Accounts and Records: Includes allotnent accounts, |edgers and
obligation reports. (Factor F - Nunber of Obligations Established).



2.2 Payrolling: Includes maintenance of pay cards, conputation of
sal ari es and al l onances, and pay check issuance. (Factor D - Anericans
and Local s Payrolled).

Exception: This function is handl ed at the Regional Adm nistrative
Managenent Centers at Paris, Bangkok, and Mexico G ty/Wshington and it
is not included as a Post subfunction. The Post's duties in the payrol
process are handl ed as collateral functions in the Personnel or B&F
secti ons.

2.3 Vouchering: Includes voucher preparation, certification
assi stance in travel vouchering, and audit. (Factor G - Nunber of
Vouchers Processed).

2.4 Cashier and Disbursing Operations: |ncludes check issuances in
voucher paynent, acconmodati on exchange, petty cash di sbursing and
related reports. (Factor H - Nunmber of Payments and Acconmpbdati on
Exchanges) .

Bud?eting.and Fi nanci al Pl anning: Includes preparation of
budgets i nanci al plans, and other rel ated budgetary processes.
(Factor F - Nunber of Obligations Established).

GENERAL SERVI CES

3.1 Vehicle Operations (Pooled): Includes dispatching, driving for
bot h personal transportation and for housekeepi ng functions, garaging,
mai nt enance, and related records and reports. (Factor J - Mles Driven
(Pool ed Cars) or Factor C - Anmerican Permanent Positions and Contract
Ameri cans).

Exception: there are two kinds of Mdtor Pool usage avail abl e under

FAAS. (1) direct use in the formof transporting people fromone
location to another; and (2) indirect use related to the performance of
adm ni strative support, such as mail and pouch runs, picking up supplies
and equi pnent , Bro erty mai nt enance, and the trips about town on
administrative busi ness whi ch benefit everyone w thout being identified
with any single agency. There are also two kinds of cost el enents
involved: (1) the salaries and related costs of notor pool personnel;
and (2) the non-salary costs of autonotive fuels and supplies. For
personnel costs, the designation of positions as either CORE or DAS
takes care of the first cost distribution question - State pays for the
CCRE positions and the supported agencies share the costs of the DAS.
The DAS positions can be distributed on the basis of Factor J or Factor
C, with the choi ce depending on the preponderance of use of the position
for direct or indirect benefit to the agencies. |In the case of the
non-sal ary costs of autonotive fuels and supplies, where the total costs
are to be distributed by a workload factor, and where the State Basic
Programwi || always be a major user of direct services, the choice of a
distribution factor for the DAS agenci es becones inportant. Again, the
preponderance of use may determne which factor is the nore appropriate.
Wiere the use of one of the alternative workload factors for non-salary
costs (Other hjects) would produce an inequitable distribution, it is
suggested that costs be prorated between direct and indirect usage and
both factors be used. The selection of factors shoul d be agreed upon by
the participating agencies.

Where both direct and indirect usage is involved, a suggested
techni que for the allocation of the workload is as follows: Record the
direct usage (nileage) for each using agency, including State and FAAS
Distribute the FAAS mleage by Factor C and add each agency's share to
their direct usage. Use the total of the two el ements to conpute the
percentage distribution of the workl oad.



3.2 Vehicle Mintenance (Non-pooled vehicles): Includes maintenance
repair, servicing, and related records and reports. (Factor K - Hours
Mai nt ai ned) .

3.3 Adnministrative Supply: Includes requisitioning, stock control
supply and equi prment issuances, accountability records and inventories
of expendabl e and nonexpendabl e adm ni strative supplies and equi pnent,
and warehousing. (Factor L - Dollar Value of Supplies Issued).

3.4 Procurenent: Includes purchase order preparation, market survey,
and contracting. (Factor M- Purchase Orders |ssued, Bids Received, and
Contracts Awarded).

3.5 Reproduction: Includes operation of central reproduction
facilities. (Factor N - Nunber of Copies Reproduced).

Exception: This subfunction is no | onger included.

3.6  Shipnment and Custons: |Includes packing and crating, forwarding,
custons cl earance (including negotiations with host government
officials) for incomng and outgoing official supplies, equiprent,
personal effects, and privately owned vehicles. (Factor O - Shipnents
Sent - Recei ved).

3.7 Building Operations - Ofice: Includes space planning and
utilization, utilities, and custodial and mai nt enance costs normal |y
charged to the FAAS allotnent. (Factor P - Ofice Square Feet
Cccupi ed- Short Term Leased Bui | di ngs).

Exception: |In FY-1980 the State Department assuned responsibility for
the funding of all Covernnent-Oaned and Long- Term Leased ( GOLTL)
properties which had forrmerly been shared by the partici pati ng agenci es.
Appropriation adjustnents were nade to transfer anounts, fornerly

rel nbursed, to the State appropriation for this purpose, and DAS
positions devoted to building operations were transferred to CORE
QCLTL costs and related positions will no |Ionger be included i n FAAS
funding in FY 1984. The only costs distributed to support agencies are
those related to the operation of Short-Term Leased ( STL) properti es.
Therefore, the workload factor is limted to the square footage of STL
properties.

3.8 Building Operations - Residential: |Includes space planning and
utilization, utilities, and custodial and mai nt enance costs normal |y
charged to the FAAS allotnent for FAAS enpl oyees. (Residential Square
Feet Occupied - Short-Term Leased Buil di ngs).

Exception: The sane exception as shown for Subfunction

3.9 Leasing: Includes |easing of residential, office, and other
functional properties. (Factor | - Tinme Spent Leasing).

COVMUNI CATI ONS SERVI CES

4.1 Telegraphic Traffic: Includes encrypting and decrypti ng,
processi ng of inconing and outgoi ng tel egrans, naintenance of
chronol ogical files of traffic, and naintenance and operation of
communi cation lines. (Factor R - Tel egraphic Work-G oup Count).

Exception: Services of Anerican Communi cati ons personnel are provided
wi t hout charge to DAS agencies. American Commruni cations personne
salaries and related costs are not included in FAAS funding, and this
subfunction is no | onger shown as a FAAS servi ce.

4.2 Pouching: Includes receipt and distribution of incom ng pouches,



and preparation and forwardi ng of outgoi ng pouches, both classified and
uncl assified. (Factor S - Weight of Pouches).

4.3 Files and Records: Includes all records filed with the exception
of chron files of incomng and outgoing telegrans. (Factor Z - Linear
Feet of Files).

Exception: This subfunction is no | onger shown as a FAAS servi ce.

4.4 Ml and Messenger Service: Includes pouch transport, nai
sorting, routing, and delivery. A so includes unclassified telegraphic
traffic processed by FSN enpl oyees. (Factor T - Pieces of Mai

Handl ed).

4.5 Reception and Switchboard Services: Includes centra
receptionists, tel ephone switchboard operators, servicing of telephone
instrunents connected to central sw tchboards, and secretarial systens.
(Factor U - Nunber of Tel ephones).

5. SECURI TY AND GUARD SERVI CES

5.1 Personnel Investigations: Includes security orientation,
i nterviews, nane-checks, investigations (including police |iaison on
speci al cases), and evaluations. (Factor V - Nunber of Investigations).

5.2 Physical Security: |Includes safe conbination control, penetration
control, and technical surveys. (Factor P - Ofice Square Feet
Cccupi ed).

Exception: Services of Anerican Security personnel are provided wi thout
charge to DAS agencies. Anerican security personnel salaries and
related costs are not included in FAAS funding, and this subfunction is
no | onger shown as a FAAS servi ce.

5.3 Marine Guard Service: |Includes supervision, assignnent, and
activities of Marine Quards. (Factor W- Hours of Marine Guard
Servi ce).

Exception: Services of Marine Quards are provided w thout charge to DAS
agencies. Marine Quard costs are not included in FAAS funding, and this
subfunction is no | onger shown as a FAAS servi ce.

5.4 Watchman Service: |Includes supervision, assignnent and activities
of direct hire FSN enpl oyee guards. (Factor X - Hours of Watchman
Servi ce).

6. MANAGEMENT SERVI CES

This function is generally concerned with the overall direction of the
activities of the FAAS staff and thus is nornally limted to the
adm nistrative officer or deputy adnministrative officer and i mredi ate
staff. (Factor C - Anerican Permanent Positions and Contract Anmericans).

7. DI RECT SERVI CES

This function will be used in reporting DAS personnel who, by specia
funding arrangenents with a specific agency, will be reinbursed 100% f or
the indefinite duration of that agency's support requirements. The costs
of such positions, therefore, cannot be distributed by the standard
wor kl oad factors since this would result in duplicate rei nbursenent by
agenci es whi ch had not agreed to the arrangenent.

In some cases it will be proper to include DAS SPECI AL positions in the
Direct Services function, but only for the period of the FAAS estimate



whi ch covers the special funding arrangenent. DAS SPECI AL positions (see
Section 240) are funded 100% by a specific agency during the first year in
whi ch authorized and the second or succeeding year, in order to permt the
accumul ation of a full year of workload statistics to determ ne the proper
allocation of costs to all DAS agencies. Thus, if a DAS positionis
aut hori zed between the begi nning of the fiscal year (COctober 1) and the
preparation of the next FAAS estimate (March 30) for the upcomng fisca
ear, then the special funding arrangenent wll extend through the new
i scal year, and the costs of the positions allocated to the fundi ng agency
on FAAS-5 under the Direct Services function

160 St andard Wor kl oad Factors and Wrk Count Met hods
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161 I nt roducti on

The ﬁurpose of standard workload factors is to ensure that all posts
count the same things and apply themin the sane manner to distributed
costs. In devel opi ng standard workl oad factors, it has been the objective
to find countabl e workload readily available at the post which is required
for managenent purposes, which Provides a fair and equitable distribution
of costs, and which is reasonabl e representative of the services grouped
under each subfunction. It is FAAS policy that, unless specifically
excepted, costs are cal cul ated on a subfunction basis rather than on the
subsi di ary service basis.

The factors have been structured for use by each overseas post in
counting, maintaining, and reporting workload statistics for all serviced
agencies. Many of themcan be counted as of the reporting date. Some
require a full year's experience. For sonme, only four nmonth's experience
is required. As shown in the follow ng sections, the same workl oad factors
will, in several instances, serve to distribute costs of severa
subfunctions. The count periods are considered adequate for purposes of
the system The post nmay, however, maintain workload statistics covering a
wi der tinmespan if such is necessary for post managenent needs.

This section defines the workl oad count factors, the count period, and
t he subfunction or cost to which each factor is applied. As in the case of
t he standard subfunctions (Section 150), workload factors whi ch have been
dropped fromuse in the historical devel opment of the administrative
support funding systemare indicated here in order to explain the
al phabeti cal sequence of the factors. Wrkload data is nmaintai ned by the
post on a country basis. Consulates will report such statistics to the
eFPassy for consolidation on the Form FAAS-2, as required by the B&F
of ficer.

The cost sharing techni ques of FAAS have been approved by the

I nter-Agency Council on Adm nistrative support. The detailed instructions,
bel ow, were devel oped and witten to cover a world-w de situation. Some
posts may find that application of standard workl oad factors woul d result
in significant distortion in cost sharing. Wien this situation arises the
post shoul d devel op an alternative cost sharing technique. Al agencies at
post shoul d concur in an% changes to the cost sharing techni ques and, nost
I mportant, any changes should be fully explained in the FAAS subm ssi on

St andard Wor kl oad Factors
Fact or Count Sub-
Fact or Letter Peri od Functi on
Areri can Per manent
Posi tions Authori zed - March 30 -

FSN Per manent
Posi tions Authori zed - March 30 -



Contract Americans
Currently at Post - March 30 -

Contract FSN s
Currently at Post - March 30 -

Peace Corp Vol unteers
Currently in Country - March 30 -

The first five itens of data indi cated above, which are called for on
the form FAAS-2, are not really workload factors. They are in sone cases
the basis for calculating factors listed below, but they are required as
i nformati onal data show ng the authorized personnel levels for State and
ot her agenci es which participate in FAAS, whether or not participation is
at the full maxi numlevel possible.

Peace Corp Vol unteers should be included at authorized |evels even
t hough the nunber of PCV s is not to be included unl ess extraordinary
circunstances indicate that they will be present and serviced during the
full fiscal year. Marine Quard personnel will not be included. Strength
figures should be obtained at |east annually fromthe participating
agenci es, showi ng both authorized | evels and actual on board as of the
i ndi cat ed Count Period, March 30.

Aneri cans Serviced
Factor Letter: A

Count Period: March 30
Sub-function: 1.1

Based on the application of itens one and three above, include Amrerican
personnel authorized on the count period date for whom services included in
subfunction 1.1 Anerican Personnel Managenent are avail able. See exception
for this subfunction in Section 150.

FSN' s Servi ced

Factor Letter: B

Count Period: March 30
Sub-function: 1.2

Based on application of itenms two and four, include FSN personnel
aut hori zed on the count period date for whom services included in
sub-function 1.2 FSN Personnel Managenent are avail able. See exception for
this sub-function in Section 150.

Aneri can Permanent Positions and Contract Americans
Factor Letter: C

Count Period: March 30

Sub-function: 1.3; 3.1

Aut hori zed Anerican permanent positions plus Contract Americans for whom
services included in subfunction 1.3 Wl fare and Health Services, and for
rel ated ot her objects costs such as Medical Supplies and Contractua
Medi cal Services. Contract hire enpl oyees should be included in Factor C
only when they receive a normal range of post administrative support
services. Nornmal service in this instance is defined as substantially the
sarme range and degree of services provided to the direct-hire enpl oyees of
t he serviced agency.

Exception: Factor C may al so be applied to sub-function 3.1 Vehicle
Operations - Pooled and to related ot her objects of expense such as

Aut oot i ve Supplies and Autonotive Fuels and Lubricants in accordance with
t he Exception shown in Section 150 for subfunction 3. 1.

Ameri cans and FSN s Payrol | ed



10.

11.

12.

13.

14.

15.

This workl oad factor and rel ated subfunction are no | onger used.

Nunber of Travel ers Serviced
Factor Letter: E
Count Period: 6 nos. (1st & 3rd Q
Sub-function: 1.4

~ Each request for service is considered one workload unit, regardl ess of
tinme spent. Travelers fromany agency other than those represented at post
are to be charged to the State Basic Program

Nunmber of Obligations Established
Factor Letter: F
Count Period: 6 nos. (4th & 1st Q
Sub-function: 2.1; 2.5

The nunber of obligations and adj ustments established for each serviced
agency's accounts, related to services rendered under subfunction 2.1
Accounts and Records. The factor is also applied to sub-function 2.5,
Budgeting and Financial Planning. Regional B& Cffices will record
wor kl oad for all serviced agencies, regardl ess of |ocation.

Exception 1: when Factor F is applied to sub-function 2.5, the count of
obligations shoul d be adjusted to exclude agencies which do not use 2.5

Exception 2: obligations against all State accounts (appropriation prefix
19) should be charged to State Basic, to include S& Program FBQ
Representation Al owances, etc. FAAS obligations are charged to FAAS

State prograns which are serviced as DAS agencies are to be charged with
obligations against their ow accounts.

Vouchers Processed
Factor Letter: G
Count Period: 6 nos. (1st & 2nd Q
Sub-function: 2.3

Total vouchers processed for each agency under sub-function 2.3,
Vouchering. On petty cash transactions, replenishnent vouchers are counted
as one unit. Regional B& Ofices will record workload for all serviced
agenci es regardless of location. Split paynents are charged as one to each
payi ng account.

Nunber of Paynents and Acconmpdati on Exchanges
Factor Letter: H
Count Period: 6 nos. (1st & 2nd Q
Sub-function: 2.4

Al payrments made whet her by check or cash for any purpose and al
accommodat i on exchanges nade at post for each agency. On petty cash
transactions, count only repl eni shnent vouchers. Factor used for services
under subfunction 2.4 Cashier and Di sbursing Operations. Accomodation
Exchanges nade for Anericans who are not connected with serviced agencies
at the post are to be charged to State Basic.

Hours Spent Leasing
Factor Letter: |
Count Period: 12 nos.
Sub-functiion: 3.9

Record hours spent for each agency under sub-function 3.9, Leasing.
M1l es Driven (Pool ed Cars)

Factor Letter: J/C
Count Period: 4 nmos. (July, Oct, Jan, March)



16.

17.

18.

19.

20.

21.

Sub-function: 3.1

Nunber of niles driven in Enbassy notor pool vehicles in direct usage,
as described in the exception to sub-function 3.1, Section 160. Factor J
is used when appropriate to distribute personal services costs of sub-
function 3.1 Vehicle Operations (Pooled), and other objects costs such as
autonotive fuels and lubricants and autonotive parts and supplies.

Hour s Mai ntai ned (Cars Not Pool ed)
Factor Letter: K
Count Period: 6 nmos. (July, Aug, Sep, Nov, Jan, March)
Sub-function: 3.2

Nunber of hours spent in performng duties under sub-function 3.2
Vehi cl e Mai nt enance (non-pool ed vehicles). Factor is applied only when
FAAS personnel are used. Contractual costs are charged directly to funds
of the using agency.

Dol I ar Val ue of Supplies Issued
Factor Letter: L
Count Period: 12 nos. (4/1-3/30)
Sub-function: 3.3

Val ue of expendabl e of fice supplies issued applied to sub-function 3.3
Admini strative Supply. Factor is also applied to other objects costs for
O fice Supplies.

Purchase Orders |ssued, Bids Received, and Contracts Awarded)
Factor Letter: M
Count Period: 12 nos. (4/1-3/30)
Sub-function: 3.4

Total nunber of purchase orders issued, bids received, and contracts
awar ded in performance of subfunction 3.4 Procurenent.

Exception: Exclude fromthe work count those purchase orders prepared by
the participating agency, and contracts where the only function perforned
by FAAS is the assignment of a nunber.

Further Note: If the State Contracting Cficer has contracting
responsibility, that officer should performall contracting services
required by the participati ng agenci es.

Nunmber of Copi es Reproduced
This workl oad factor and rel ated subfunction are no | onger used.

Shi pnents Sent and Recei ved
Factor Letter: O
Count Period: 6 nos. (1st & 3rd Q
Sub-function: 3.6

Al shipnments outgoing and incoming in performng duties under sub-
function 3.6 Shipnent and Custons.

O fice Square Feet Occupied
Factor Letter: P-1, P-2
Count Period: March 30
Sub-function: 3.7

Total nunber of square feet of space occupied, as of the reporting date,
in non-residential short-termleased (STL) properties for distribution of
servi ces perfornmed under subfunction 3.7 Building Operations - Ofice.



22.

23.

24.

25.

26.

Exception 1. The State Basic Programis responsible for funding all costs
of operation and nai ntenance of State Department Governnent - Omed and
Long- Term Leased properties (GOLTL) and all such costs are to be charged to
the State Program Al l otnent. However, since the agency distribution of
QCLTL of fice space occupi ed is necessary for the Departnent's managenent
purposes, this information will continue to be reported on the FAAS 2.

Exception 2: Factor P-1 will be used to distribute the cost of DAS
positions on Form FAAS-5. Square feet occupied will include all STL space
operated and mai ntai ned by such positions, regardl ess of which agency funds
the cost of the property. Factor P-2 will be used to distribute the O her
hj ects costs of STL properties which are charged to the FAAS allotnent, on
Form FAAS-6, such as rents, utilities, MGR supplies, etc. Factor P-2
therefore will exclude space of STL properties when the costs are charged
directly to the State Program Allotnent or to the allotnent of the funding
agency.

Exception 3: In the event that Factor P-2 would create inequities when
applied to any of the various sub-object classes of BCE costs, posts may
use an alternative nethod for distribution (see Section 161).

Resi denti al Square Feet Cccupied
Factor Letter: Q1;, Q2
Count Period: March 30
Sub-function: 3.8

Total nunber of square feet of space occupied, as of the reporting date,
in residential STL properties for distribution of services performed under
subfunction 3.8 Building Operations - Residential.

Exception: The exceptions in paragraph 21 noted above for the counting of
O fice Square Feet and the application of the workload factors apPIy al so
to Factors Q1 and Q2. However, since the agency distribution of GOLTL
resi dential space occupied is necessary for the Department's nmanagenent
purposes, this information will continue to be reported on the FAAS- 2.

Tel egraphi ¢ Word- G oup Count
This factor is no | onger used.

Wei ght of Pouches
Factor Letter: S
Count Period: 4 weeks (one week in Aug, Nov, Jan, March)
Sub-function: 4.2

Wi ght of outgoing naterial pouched for distribution of DAS position
costs related to subfunction 4.2 Pouching, and for other objects costs on
Form FAAS-6 for the cost of transporting Unacconpani ed Pouches.

Pi eces of Mil Handl ed
Factor Letter: T
Count Period: 4 weeks (one week in Aug, Nov, Jan, March)
Sub-function: 4.4

Account of all incoming mail and unclassified telegraphic traffic
processed by FSN enpl oyees for the specified periods, for use in distribu-
ting DAS position costs of subfunction 4.4 Miil and Messenger Service.

Nunmber of Tel ephones
Factor Letter: U
Count Period: March 30
Sub-function: 4.5

Total nunber of telephone instrunents operating from switchboards



27.

28.

29.

163

serviced by FAAS (perators, for use in distributing costs related to
subfunction 4.5 Reception and Switchboard Services, and for other objects
costs on FAAS-6 for tel ephone charges.

Exception: Long distance toll charges and other charges which can be
identified with the user should be excluded fromthe FAAS all ot ment and
charged directly to the allotment of the responsibility agency, including
the State Program all ot nent.

Nunmber of Security lnvestigations
Factor Letter: V
Count Period: 12 nos.
Sub-function: 5.1

Count of personnel security investigations made for each agency at post,
for distribution of costs related to sub-function 5.1 Personne
I nvestigations.

Exception: Sinple name-checks requiring mninal time are counted as
one-fourth of one workload unit. Washington-originated investigations for
agenci es which are not represented at post should be charged to the State
Basi ¢ Program

Hours of Marine Guard Service
This factor is no | onger used.

Hours of Watchman Servi ce
Factor Letter: X
Count Period: 1 nmonth (March)
Sub-function: 5.4

Count of hours, by building, of service provided each agency during the
stated period, for the distribution of personal services costs related to
subfunction 5.4 Watchman Services, and for other objects costs of
contractual watchnan servi ces.

Exception 1: Wen a property is occupied by nore than one agency, the
hours of service should be pro-rated by the square feet occupied by each
agency.

Exception 2: Qard or watchman services for GOLTL properties should be
charged 100%to the State Program Al | ot ment.

Exception 3: Qard or watchman costs authorized by the Departnent under
the Anti-terrorism programshould be charged to the State Program Al | ot nent
and excl uded from FAAS

Col | ection and Cl earance of Wbrkl oad Statistics

It is vital to the FAAS process that the workl oad statistics be
mai ntai ned accurately, and that they be reported pronptly to a centra
point in the admnistrative section, either the admnistrative office or
t he budget and fiscal office. Responsibility for the naintenance and
collection of the data should be specifically assigned within the units
where the data is nost readily available, with firmreporting deadlines.
It is good practice to remnd the reporting units of uPconing deadl i nes,
particularly in the case of subsidiary posts where mailing or other
transmission time is a factor

A earance of the workload statistics with the supported agencies has two
purposes: (1) it assures the agencies that the ultimate percentages are
devel oped fromfactual and supportable data; (2) it pronotes the resol ution
of real or imagined inequities; and (3) it flushes out the inevitable
errors which arise in statistics. The workload statistics should be



cleared with the agencies in advance of the preparati on of the other FAAS
schedul es, to avoid the need for redoi ng them (ne suggested technique,
when feasible, is to circulate quarterly reports on the workl oad
statistics, so that clearance tine of the final report is mnimzed.

170 Due Dates for Post FAAS Esti mate Subni ssions

Unl ess otherwi se stated in special messages, the follow ng standard
submi ssion dates are established:

1. The FAAS M d-Year Financial Plan
- due in the Department by May 10

2. The CORE/ DAS Schedul es
- coincident with subm ssion of Department FBE schedul es.

3. FBE FAAS Schedules 1 and 13, Narrative Schedul es 1-A and 13-A, and
FBE schedul es 14 through 16.
- in accordance with Departnent instructions.

200 CORE AND DAS PGCsI TI ONS
210 Gui delines for the Designation of CORE and DAS Positions

CCORE positions are those that are unaffected, or only nminimally so, by
changes in the volume of administrative support provided to other agenci es.
DAS positions are those that will vary dependi ng on the nature and extent
of the adm nistrative suEport provided to other agencies. Under this
system agenci es other than state, can expand or contract w thout having an
effect on the positions State needs to continue to provide admnistrative
support for itself. The CORE will remain intact. The inpact of having one
or nore agenci es shar plﬁ curtail, or even conpletely elimnate their
prograns in a country should be limted to the added or DAS positions which
State has enpl oyed to provide adm nistrative support to these agenci es.

It is recognized that if all agencies conpletely elimnated their
prograns in a country, and State was there al one, that there woul d be sonme
I mpact on CORE as well as DAS, because of the interchangeabl e use of the
i ncunbents of positions in the daily course of providing FAAS services to
all agencies. For the purpose of distributing costs to all supported
agenci es, the OCCORE and DAS designations relate to positions and not to the
enpl oyees in the performance of their duties, who occupy the positions.

State will budget and fund for all costs of CORE positions, including
any support costs required. This budgeting and fundi ng principle ignores,
beyond the initial determ nation, what agencies are supported by the CORE
position and to what extent. |If, for exanple, an American budget and
fiscal officer at Post X is considered a fixed State cost, State will fund
the full salary, allowances, and other costs of supporting the B& officer,
even if in actual practice 40%of that officer's time were devoted to
supporting agencies other than State. As long as State workl oad permts,
these agencies will receive the benefits fromthat CORE position, free of
any charge or reinbursenent.

Positions and costs beyond the State CORE will be distributed anong the
Barti ci Ioati ng agencies in proportion to their use of services as reflected
y workl oad statistics as presently maintained. No part of the added costs
(DAS) will be borne or shared by State. This will be true even if State
derives some adninistrative support froma particul ar DAS position.

211 Definition of CORE and DAS Costs

A. CORE Costs. Those positions and funds that are unaffected, or nminimally
so, by changes in the volume or type adm nistrative support provided to



ot her agenci es.

B. DAS Costs. Those funds and positions that nove up or down in
relationship to changes in the volune or type admnistrative support
provi ded to other agencies; they are the added costs.

220 Application of CORE/DAS Cuidelines to Anerican Positions

1. General Admi nistrative and Professional. The Admnistrative Oficer,
GSO, B&F and Personnel officers are CORE provided the post has only one
officer of each type. The rationale for this determnation is that these
are State fixed positions and their existence does not depend prinarily on
t he presence of other agencies at post.

The same criteria would be applied to a post which has a doctor or a
post which has a nurse, the position would be CORE. |If a post has both a
doctor and a nurse, the doctor would be CORE and, depending on the
situation, the nurse would be either CORE or DAS

Where a post has nore than one Anerican of a type, e.g., a GSO and
Assistant GSO the determ nation of whether the second one is CORE or DAS
depends primarily on the answer of this question, Is the position required
primarily because of the presence of a nunber of other agencies at post?
O, to put it another way, Could the Assistant GSO position be abolished if
the majority of serviced agencies sharply curtailed, or conpletely
elinmnated, their programs and activity at post? |f the requirenent for
the position results prinmarily fromthe presence of other agencies at post;
it is DAS. |If not, the position is CORE. The sane el ements woul d control
t he CERE or DAS determ nation for each position of a type beyond the
second.

thortunatelﬁ, there is no precise data or exact nethod for deternining
the answer to the basic question. Existing for readily obtai nabl e work
nmeasurenent data for Americans frequently lacks a sufficiently solid
foundation; but, this is not to preclude its use where its validity is
denmonstrable. There are, however, a nunber of good indicators that field
studi es show wi || be hel pful and provide a reasoned and uni form
determination. Specifically, the profile of the total admnistrative
support requirenent should be considered as follows: the nunber of other
a%encies and the size and scope of their activity; whether one or nore of
t hese agenci es provide any of their own admnistrative support and, if so,
to what extent do local conditions dictate unusual support requirenents?
These and rel ated indicators should prove sufficiently reliable for

CCRE/ DAS deterni nati ons on these Amrerican positions.

In all cases we are dealing in terms of whole positions. |If it is
concl uded that nore than one, but sonewhat |ess than two positions
constitute State's fixed requirenment, the second as well as the first
position should be classified as CORE.  (Note: |If a post has a B&M of fi cer

as well as a B&F officer, the B&M officer normally will be considered CORE
and the B&F officer will be considered as the second of a type and,
dependi?g on other factors described above, will be classified either CORE
or DAS.

2. Security, Communications, and Marine Guards Positions

When the FAAS systemwas inplenented in FY 1977, the Departnment nade a
conscious and del i berate decision that all security and communi cations
Anerican positions, and Marine guards, would henceforth be wholly provided
and funded by the Departnent of State. Fundanentally, the |evels of such
positions required at any given post are not affected by the presence of
ot her agencies, and therefore these positions were renmoved fromthe FAAS
systemand are admnistered as State Program positions. This, however,
does not preclude the possibility that special arrangements in peculiar



ci rcunst ances night be made to provide such support for a particul ar agency
on a reinbursabl e basis, in accordance with an agreenment nade in
Washi ngt on

230 Application of CORE/DAS CGuidelines to Foreign Service National Positions

The working titles of FSN positions are the first factor in determning
whi ch are CORE and which are DAS. Special enphasis nust be Placed on using
and reporting accurate and descriptive working titles, and if those in use
at the post are not considered sufficiently accurate for this purpose,
corrective action should be taken. The inportance of this process in the
revi ew and understandi ng by personnel not intimately involved in post
operations warrants the additional effort required to obtain a qualitative
and useful product.

The first FSN position of a type is CORE  The rationale for this

deternmnation is precisely the same as for American positions, i.e., the
requi renent does not depend on the presence of other agencies at the post.
To illustrate, if a post has an accountant, cashier, electrician, mechanic,

chauffeur, mail clerk and switchboard operator, they are State fixed
personnel requirenents and are CORE.  There rmay be exceptions to this rule
and, when they arise, they should be docunmented at the post for the benefit
of aﬂginistrators and agency personnel who nay foll ow t he present

i ncunbent s.

In many instances, especially at the smaller size posts, it nmay not be
possible to use a narrow descriptive title (such as personnel clerk
procurenment officer or accountant) because of the variety of duties
perfornmed. Frequently the broader, but |ess descriptive title of

adm nistrative assistant is used. It then becones necessary to exanine the
specific duties perforned as reflected in terns of percentages of time
devoted to subfunctions on the FAAS-4. To illustrate a situations of this

type, a FSNwith the working title of Admnistrative Assistant is the
post's chief leasing officer and, because this duty is not full-time, also
perforns procurenent and supply work. This FSNis CORE by virtue of the

| easing function alone, and this would remain true even if there were other
FSN s at post engaged in leasing, but in a |esser capacity.

Where there is nore than one FSN of a type, any special requirenents
affecting State staffing should be isolated and considered. To illustrate,
in some posts the tel ephone switchboard is located in or adjacent to the
mai n | obby permtting the duties of the sw tchboard operator and
receptionist to be performed by one FSN I n other posts, the physica
| ocati on of the switchboard and the main Iobb¥ precl udes such a staffing
situation, regardless of the fact that it is feasible fromthe standpoint
of workload. In the first illustration, the FSNis obviously CORE. In the
second illustration, both FSNs are CORE because State has a requirenent for
one FSN to performthe receptionist function and one to performthe
swi t chboard function

Anot her special requirenent, which was di scussed briefly under
Anericans, is the mninumstaffing requirenent to provide coverage for an
abnormal or irregular work week. The unclassified wire roommay be open 16
hours on weekdays, and 8 hours on Saturday. The m ni mum manni ng | evel of
FSNs required to cover eleven 8-hour shifts is CORE. The sane situation
woul d prevail where, e.g., chauffeurs are required for both a day and
evening shift. Normally, the nunber required for the evening shift woul d
be CORE, and the nunber required for the day shift woul d be divided between
CORE and DAS based on attributabl e workl oad.

The final factor to be used in determning which FSN s are CORE and
which are DAS is work neasurenent data. A majority of the functions
perfornmed by FSN s are susceptible to such measurenent and, unlike
Arericans, the use of available data can result in reasoned and uniform



determ nations. Were work measurenent data is used as the final
determnant, the nunber of FSN s that are CORE is equal to the man-years
attributable to State, raised to the next whole nunber. It is reallzed
that the use of workload attributable only to State inplies a contradiction
between the criteria established for Arericans and for FSN s. However,
there are a far greater nunber of FSN s than Anericans. This, coupled with
the fact that the nunber of FSN's that are CORE is determ ned by roundi ng
upwards to the next whole nunber in all cases neans that an essentially
simlar result is achieved.

To illustrate the use of work neasurenent data, a B& section has 12
FSNs as follows: 1 Assistant to the B&F officer, 7 accountants, 2 cashiers
and 2 typists. For CORE/ DAS anal ysis purposes, all FSNs perfornng
essentially sinmlar duties are to be grouped together. 1In this case, the
accountants, the cashiers, and the typists should be placed into three
separate groups as their principal duties are different. A decision on the
Assistant to the B& officer requires an anal ysis of the enpl oyee's effort.
Inthis illustration, the principal duty performed is accounting;
therefore, the Assistant B&F officer should be added to group one bring it
up to 8 accountants. To continue the CORE/ DAS anal ysis of group one, work
neasurenent data show 2.3 man-years attributable to State and 5.7 man-years
to other agencies. State is rounded up to 3.0 man-years which neans that 3
accountants are CORE and 5 are DAS. Normally, the three nost senior
accountants should be identified as CORE

Usi ng work measurenent data, the cashiers (group tw) and the typists
(group three) should be analyzed in a sinmlar way to determne if the
second cashier and second typist is CORE or DAS. A final illustration on
the cashiers is as follows. Wrk neasurenent data show 1.4 man-years
attributable to State and 0.6 man-years to other agencies. Again, State is
rounded up to 2.0 nan-years; both cashiers are CCRE

The key to maki ng sound CORE/ DAS deci sions, especially for FSNs is to
consi der |ike personnel (those whose skills are interchangeable) as a
group. Wen a post has two or nore FSNs perform ng the sanme subfunctions
or a conbi nation of identical subfunctions, and in the absence of other
controlling factors descri bed el sewhere, work neasurerment data will have to
be anal yzed to make OORE/ DAS determ nations. The basic docunents to be
used in this analysis are the Wrkload Factor D stribution ( FAAS-2) and the
Staffing Distribution (FAAS-4).

240 Direct, Special, and JAO Positions

There are several categories, or types, of positions which require
particular attention and treatnent:

A. DAS Direct positions are FAAS positions which are assigned full-time to
the service requirenments of one specific agency. Under normal conditions,
such positions would be charged directly to the funds and enpl oynent
ceiling of the serviced agency. Wen specifically authorized by the
Departrent, and the Council, however, DAS Direct positions may be used to
meet an unusual situation. In such a case, the cost of the position is not
distributed by the workl oad count and percentage. The position is
allocated to Function 7.0 direct Services on the FAAS-4, and the full cost
of the position is shown in the specific agency col umm on the FAAS-5.
Exanpl es of such positions are a driver assigned full-time to an agency, an
account ant worki ng excl usively for one agency, or a mai ntenance enpl oyee
whose physical |ocation precludes himfromsharing in the duties of other
FAAS per sonnel

B. DAS Special positions are positions which have been authorized before an
adequat e wor kl oad record can be established to provide an equitable

di stribution anong the DAS agencies. DAS Special positions are fully
funded by the agency which generates the requirenment for the current year



(the fiscal year in which the position was established) and the succeedi ng
fiscal year. Wen preparing the CORE/ DAS schedul es in the succeeding year,
DAS Speci al positions should be allocated under Function 7.0 Direct
Services to the fundi ng agency, and their costs distributed 100%to the
fundi ng agency on Form FAAS-5.

C. JAO positions are positions in the FAAS organi zati on which are
encunbered by personnel detailed fromanother agency (i.e., the basic

sal aries of which are not paid fromthe post FAAS allotnment or the
Departnent's central Anerican Salary allotnment). They should be identified
on the FBE Schedule 2 and/or 3, and the FAAS-4 as (JAO). Since detailed
positions are reported for enpl oynent purposes by the funding agency, such
enpl oynent will not be reported by FAAS. |In addition, identification of
such positions will assist the Department in the ultinate rei nbursement of
the fundi ng agency in Washington (see Section 280).

250 Adm ni strati on of CORE and DAS Positions

CCORE positions are within the exclusive jurisdiction of the State
Departrent. The Department nmay increase or decrease positions at a post,
or transfer themfrom one post to anot her

DAS positions are within the exclusive jurisdiction of the FAAS Counci l
Approval of the Council is required for the increase or decrease of
positions at a post, or the transfer of positions fromone post to another

The term excl usive jurisdiction means that the Departnment and the
Council are the final arbiters on the | evels and use of FAAS staffing in
their respective areas of responsibility. It should be noted, however,
that the ultinate objective of FAASis to neet the common support
requirenents of all agency prograns by the nmost efficient and econonic use
of one conbi ned support organi zati on, and the reciprocal rel ati onship of
t he cost sharing systemrequires continuing coordinati on and cooperation to
prevent inequities fromarising fromthe exercise of these respective
responsibilities.

The CORE/ DAS position designations for nost posts have not been changed
since the original allocation was nade prior to the inplementation of FAAS
in FY 1977. Since that tine, numerous changes have necessarily taken pl ace
in the conRosition and use of FAAS staffing resources to neet changing
needs at the post level, and it is necessary for posts to have a degree of
latitude in the application of resources to provide services where they are
needed, and within authorized levels. Such authority should be exercised
within the foll ow ng considerations:

1. The shift of OCRE positions fromone subfunction to another will not
affect the basi c CORE/ DAS percentage rel ati onship since this calculation
is based on the dollar value of the total positions in each category.

2. DAS positions, however, have been authorized to provide specific
services to the supported agenci es, and these agenclies fund the whol e
costs of the DAS positions anong thenselves. A shift of a DAS position
fromone subfunction to another can have the effect of shifting the
costs fromone DAS agency to anot her

3. The transfer of a DAS position fromone subfunction of service to
another, within the post's currently authorized ceiling, to meet an
urgent requirement is not precluded, and is furthernore encouraged as an
efficient and econom c use of resources. This nust, however, be
careful |y coordinated with the agency or agencies whose costs wll
increase as a result of the shift, and the agenci es whose services nay
decrease. |In effect, this situation indicates two things: (1) an

i ncreased servicing requirenent in one subfunction, and (2) a decreased
requi renent in another which may or nmay not require post action in
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accordance with Section 260 bel ow. Agency representatives in the field
are encouraged to review the cost and service inpact of DAS position
shifts anmong subfunctions and to bring any significant inequities
resulting fromsuch shifts to the attention of their agency
representative to the FAAS Council for Washi ngton action

4, Arequirenent to nove a position fromQCORE to DAS, or vice versa, is
clearly two separate actions and may not be acconplished without the
approval of the Department and the Council, since these categories are
separately authorized, and are justified in accordance with Section 260.

Procedure for Requesting New Positions
New position requirenents generally arise fromtwo circunstances:

(1) new agencies with country prograns which will require adm nistrative
support; and (2) workload increases by existing agencies.

The nost inportant elenents in the justification of new positions are
the identification of the subfunctions of service to be provided, and the
rel ated workl oad i ncreases which are expected or which have occurred.

Posts nmust keep in nind that the ultimate approval of additional positions,
either by the Department for CORE positions or by the FAAS Council for DAS
positions, will nost |ikely be made by persons who are not famliar with
the post's individual circunstances and who will therefore be | ooking for
factual information on which to base their decision

Requests for new positions should be in the follow ng fornmat:

1. Tel egraph requests should contain the followi ng caption: FCR
(regional bureau) ALSO FCR M COW AND (agency - see bel ow).

2. For each position or nunber of l|ike positions, indicate quantity
required, American or FSN, and a descriptive title. For Anericans,
titles currently is use such as B&, GSO Assistant GSO Adm nistrative
Oficer are acceptable. For FSN s titles such as |aborer, janitor
carpenter, generator mechanic, engi ne nechanic, plunber, travel clerk
and supply clerk are needed.

3. Recommend a CORE or DAS designation for each position, consistent
with the guidelines in Section 220 and 230 above.

4. For each position or group of like positions, show an esti nated
all ocation of tine by subfunction

5. Wsing the nost recent FAAS-2 as a base, show the current workl oad for
each subfunction related to the requested position(s), and the actual or
ﬁrojected wor kl oad, on which the request is based for each agency which
as generated the request. For CORE positions, use the current workl oad
for the State Basic Programas the base. For DAS positions, use the
total current workload for all DAS agencies as the base.

6. Show the annual cost for each position or group of like positions. or
Aneri cans, show the grade and base sal ary, hardship post differential,
and al | onances. For FSNs, show the base sal ary.

7. Indicate the agency or agenci es which have generated the requirenent,
and the distribution of total costs by agency.

8. Indicate if DAS positions should be designated as DAS Direct or DAS
Speci al positions, as described in Section 240.

9. Explain by narrative justification any factors which support the
requi renent beyond the factual information shown in 4 and 5 above.
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For new programnms, whether they have arrived in country or not, an
estimate of new position requirenments should begin with the FAAS-1 to
consi der the probabl e services which will be required, based on the
anti ci pat ed stren?th of the agency and a revi ew of workload data for an
exi sting agency of simlar size.

When recommendi ng position decreases, it is sufficient to advise the
Section, Position Nunber, and Position Title.

Aut hori zati on of Positions

FAAS positions are authorized to the regional bureau at the Depart nment
| evel by the DS-860 Authorization for Permanent Positions and Enpl oynent,
which identifies CORE and DAS Anerican and FSN positions. |In addition, DAS
Anerican and FSN positions are authorized by country as approved by the
FAAS Counci | .

Conpl enent notices issued by the regional bureau to the post will
identify CORE and DAS American and FSN positions, and will al so ident
any DAS Direct or ecial positions. |In addition, positions to be fi
by detail fromanother agency will be identified.

fy
| ed

Joint Administrative Ofices (JAGCs)

There is a need to distinguish between a joint admnistrative office
(spelled with snmall letters), and a Joint Admnistrative Ofice (spelled
with capital letters). The former is a descriptive termwhich can be, and
often is, applied to any State overseas adm nistrative organi zati on whi ch
supports a nunber of U S. Governnent agencies and which is jointly funded
by the supported agenci es under the FAAS system The latter termrefers to
the adm nistrative organization in specific countries which has been
formally designated a JAQ is jointly staffed by State and Al D personnel
and operates under the terns of the State/ AlD Agreenent of June 28, 1979.

Formal |y designated JAO s have been in existence for many years. JAO s
have been established in situations where the sudden and dramatic buil dup
in the foreign assistance program has created adninistrative support
requi renents which have greatly exceeded the capacity of the existing FAAS
organi zation. In the interests of overall economes and efficiency, and to
avoi d setting UP duplicative facilities, the FAAS staff has been augmnent ed
by Al D personnel to handl e the additional support requirenent.

I nt eragency Agreenent Between the Departnment of State and the Agency for
I nternational Devel opnent Governing the Establishment and Operation of
Joint Admi nistrative Services

1. Purpose

Basic Principles for Overseas Conmbi ned Adm nistrative Support Services,
2 FAM 125, calls upon the foreign affairs agencies and other U S. agencies
to participate, where practical, in joint arrangenents to provide required
| evel s of admi nistrative support services to their personnel assigned
overseas. The FAM encourages conbi ned servicing when criteria as to
ef fectiveness and econony can be nmet and includes the further guideline
that when full consolidation is not practical, cross-servicing anong
agenci es which results in econony or inproved services is encouraged. The
purpose of this agreement is to set forth agreed procedures governing the
establ i shment and operation of Joint Admnistrative Ofices (JAOS) In
circunstances in which full consolidation is deemed practical, effective,
and econom cal

2. Post Proposals for Establishing a JAO

To enabl e the Departrment and AID to evaluate the nmerits of proposals by



Chiefs of Mssions and AID Principal Oficers for the establishment of
JAGs, field posts will prepare a JAO draft agreenent using the guidelines
f urni shed bel ow

A The provisions of 2 FAM 125 and Departnent A rgram A- 768 of February
15, 1977, should be followed. |If a deviation is considered necessary,
it should be explained and justified. A JAO shall cover only common
admni strative support services. A D programfunctions including
procurenent of program comodities and services and the AID M ssion
Control ler function are excluded unl ess authorized by State and AID on
an exceptional basis.

B. Each function and subfunction set forth in Section 160 shoul d be
identified in the draft agreenent as to whether or not the JAOw I
provi de these specific services to AID contract and PASA personnel, as
well as AID direct-hire personnel. As necessary, special or limted
support arrangenents should be briefly explained, e.g., specific
arrangenents to provide support to Al D enpl oyees in |ocations where
State has no representation. A definitive statenment should be incl uded
as to whether the JAOw Il provide the following services to AAD (1)
mai nt enance of househol d furniture and equi prent issued to Al D occupi ed
houses; (2) mai ntenance of quarters; (3) custons clearance; (4)
acquisition and utilization of motor vehicles including Al D special

pur pose vehicles; (5) accountability for and reporting of Al D expendabl e
and non-expendabl e property; (6) accountability for and managi ng of rea
property as indicated I n Paragraph 4D.; and (7) requisitioning and/or
accounting for expendabl e supplies.

C If the JAOis to provide admnistrative support services to

Al D-financed personnel (whether AID direct-hire, AID contract, or PASA
enpl oyees) outside the capital city, the type and extent of the services
shoul d be covered in sufficient detail to assure nutual understanding.

If the JAOis unable to provide support to such enpl oyees, this fact
shoul d be spelled out. The post's proposal should then include the
recomrendat i on that an Al D Management Officer position be established as
part of the AID Staff. The duties to be Perforned separately and
exclusively for AID by this officer as well as the interface with JAO
operations should be clearly defined so as to preclude duplication of
functions performed in the JAQ

D. A recommended staffing pattern for Anerican and | ocal positions
shoul d be subnitted. Each position should be designated either as CORE
or DAS. Any special staffing arrangenent desired shoul d be specified.

E. The Inter-Agency Council for Administrative Support wll consider and
deci de upon field proposals to establish new JAGs and woul d be the
nmechani smto resol ve any major policy issues emanating fromthis

agr eenent .

3. Assistance and | npl enentation

Joint State/ AlD Vshi ngt on Admi ni strative Managenent Assi stant Teans
(AMAT) will be forned through working group initiatives to assist JAGs
through TDY in the foll owi ng areas:

Inventorg training and the mai ntenance of inventories of

non- expendabl e furniture and equipnent to all agencies to facilitate
acquisition, inventory recordkeeping, sale and utilization of proceeds
fromsuch material .

B. Post operating procedures and regul ati ons.

C Inplementing a Merit Pronotion Systemfor |ocal national enpl oyees of
all US. Governnent agencies at the post where such a system does not



now exi st .

D. Deternining in the field the feasibility of establishing a JAO and,
where necessary, assisting the post in the initial inplementation of a
Washi ngt on approved JAO

E. Providing pronpt assistance with the inplementation of Section 401 of
the Foreign Relations Act, FY-1979 (enployment of dependents)
particularly at those Posts where the availability oP trai ned host
country personnel is limted.

E. Provi ding TDY assignments to fill crucial vacancies on a tinely
asi s.

G Any other special problens peculiar to providing adninistrative
servi ces.

OQperating Principles

A Resources nmade available to the Departnent and AID (and ot her
agencies as the case may be) will be used to support Joint

Adm nistrative Ofices, and neither State nor ADw Il be required to
suppl ement each other's share of positions, funds and material required
to support the joint operation

B. The governing principles of the FAAS systemas set forth in Section
126 are part of this agreenent. It is further agreed that where an
increase in AID activities is the primary or sole cause for the need for
additional U S. and/or Foreign National personnel in a JAQ Al D nay
detail to the JAOdirect-hire Americans, Third Country Nationals, and
Host Country Nationals as appropriate. State positions will be
establ i shed for these personnel under FAAS procedures as DAS Specia
Staff. In these cases, State will initially fund the post assignnent
costs. The costs will include travel, housing, furnishings, and ot her
costs related to support at Post, but exclude salary and benefit costs
paid directly by AD. A DwIlI subsequently fully reinburse State for
the costs incurred during the renaining part of the current fiscal year
plus one additional full year. Thereafter, all DAS costs will be shared
by all agencies at Post, except State, according to the established DAS
fundi ng procedures.

Finally, when AID s activities are reduced in scope or the programis
phased out, AID nay reduce its personnel contribution to the JAOIn
proportion to its remaining activities, upon approval of the Council.

C. Bureau |l evel managenent will handl e the day-to-day operationa

requi renents which need not be referred to the Inter-Agency Council on
Admi ni strative Squort. Responsi bilities of these bureaus shal
include, but not be limted to, the foll ow ng:

1. Providing coordinated, |ong-range support planning.

2. Arranging tinely personnel assignnents to positions delineated in
Par agr aph 4H

3. Determning appropriate levels and fundi ng of vehicles and
equi prent for JAGs.

4. Responding to field queries and conplaints on support |evels, FAAS
budget 1 ng, etc.

5. Ensuring conpliance with pertinent regul ations, GAO gui delines,
etc.



6. Devel oping, or review ng proposed new JAO agreenents, and

approvi ng amendnents to existing agreenents within the principles of
this general inter-agency accord. Questions and problens that the
Bureau | evel managenent cannot resolve will be subnmitted to a senior
| evel officer in each agency for resolution as outlined in 2 FAM
125.8(a) who may refer the Issue to the Inter-Agency Council on

Adm ni strative Support.

D. The JAOwill assune AID s real property responsibilities wherever
practicable per the recent State/ AID agreement in principle to have a
single real property manager at each Mssion. The acquisition and
management of residential property will be in accordance with the
policies and standards set forth in Airgram 1093, dated April 5, 1979.
The accounting for AID s real property will be in accordance with
Handbook 19 of the AID Directives system

E. The Department of State will continue to be responsible for the

regul ar inspection of JAGs and the provision of reports thereon to AID.
The responsibility for the audit of JAGCs utilizing substantial AID
resources will be shared jointly by the Inspector General of The
Departrment of State and the Auditor General of A D within the guidelines
set forth in this paragraph. On an annual or other periodic basis, as
deternm ned by the Inspector General in coordination with the Auditor
Ceneral, a schedule of audits of JAGs will be prepared b% the | and AG
Fi nal approval of the schedule so prepared will rest with the Inspector
Ceneral. The audit reviews so scheduled will be carried out by joint
AG 1 audit teanms, nornmally with equal representation and sized to the
scope of the audit task. The audit schedule will assign specific
responsibility for the conduct of each audit review frompreparati on of
pl an, through execution of the audit itself to and including
preparation and i ssuance of the report to either the | or AGor both as
mutual |y agreed to. The report issued will be joint reports of the |
and AG be reproduced by the Departnent of State; and distributed within
the Departrment of State and AID in accordance with the respective

requi renents and regul ati ons of each agency. The Inspector General will
oversee the conpliance process for the recommendations in the audit
reports in accordance wth standard Department of State practices.

F. Prior to assignnent to JAGs, State and Al D personnel will be given
appropriate consultation and/or training to famliarize themwth all
applicable State and AID policies, regulations and procedures.

G To provide an appropriate |evel of admnistrative servicing for AID
all factors, such as the | evel and conplexity of the Al D programand the
size of the AD Mssion, will be given full recognition by the
Departrent in the job classification of all JAO Anerican positions.

H The Department of State through its Office of Personnel and the
Agency for International Devel opnent through its O fice of Personnel,
and in close consultation with appropriate geographic bureaus in both
agencies, wll assign personnel fromboth the Departrment and AID to the
Adm ni strative Positions listed in Paragraph 7, below in accordance with
the foll owi ng arrangenments and procedur es:

1. Candidates fromboth the Department of State and AAID will be
considered for the positions |i1sted at the appropriate tine when the
positi ons becone available for reassignnent. Odinarily, this woul d
be six to nine nonths in advance of the rotation date of the

i ncunbent .

2. In anticipation of a position becom ng avail abl e for reassi gnnent,
the appropriate regi onal bureaus of the Department and AID will
consult for the purpose of arriving at a joint recomrendation to
their respective Ofices of Personnel concerning whether a State or



Al D person is to be assigned to the position. Such recomrendations
to the two Ofices of Personnel will be supported by discussion of
rel evant factors bearing on the choice.

3. The Ofice of Personnel in the Departrment of State, upon receipt
of the recomrendations of the respective regional bureaus and, where
appropriate, of the Ofice of Personnel of AID, will rmake the final
assi gnnent in accordance with existing procedures followed by the

O fice of Foreign Service Career Devel opment and Assi gnnents.

4, A D personnel selected for the positions listed or for any others
whi ch may be added in the future wll be assigned under nornal A D
Assi gnment Board processes on a reinbursable detail to the Depart nment
of State.

5. Personnel pr esentI?/ serving in the positions listed in Section
4. H7 beloww !l conplete the tours of duty which were previously
schedul ed for themunless a need for curtailnent is determ ned by

ei ther agency in accordance with its existing procedures. Tours of
duty for personnel assigned in the future to these positions will be
made in accordance with the tour of duty policy in effect for the
position by the Department or AID for its respective enpl oyees.

6. To facilitate orderly manpower planni ng on requirenents and
staffing for these listed positions, and also to regul arize the
docunent ati on procedures by which assignnments of personnel fromthe
respective agencies are nmade, a joint State/ AlD nechanismwill be
devel oped i mredi atel y upon the signature of this agreement to permt
the orderly approval of assignnents.

7. The administrative positions available to qualified U S. Drect
Hre candidates of State and AID at posts where there is a JAO shall
be the foll ow ng:

(a) Adm ni strative Oficer

(b) Deputy Administrative Oficer

(c) Supervi sory Ceneral Services Oficer

(d) Ceneral Services Oficer

(e) Assi stant CGeneral Services Oficer

() Personnel O ficer

(9) Assi stant Personnel O ficer

(h) Budget and Fiscal Oficer

The significant portions of A- 768 are as foll ows:

3. Governing Regulations: The regulations contained in 2 FAM 125 govern
the establishnent, admnistration, staffing and financing of overseas
conbi ned adm ni strative services. These regul ations continue to be

aﬁpl i cabl e under FAAS. The only difference under the new FAAS systemis
that all American and FSN positions in the JAO have been authorized by
State either as CORE or DAS. However, this fact does not change the
staffing provisions of 2 FAM 125.6 which pernits the assignment of
qualified individuals to these positions w thout regard to parent

agency. This staffing provision applies equally to existing or newy
est abl i shed conbi ned servicing operations. A so, as provided in the
regul ations, the assignments of key individuals to these organi zati ons
wi Il be cleared by the Washi ngton regi onal managenent, executive or
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adm nistrative office of appropriate agenci es.

4. Definition of Terms: 2 FAM 125 refers specifically to Joint

Adm nistrative Ofices (JAOs). In the past, simlar conbined

adm ni strative organi zati ons have been established under the title
Consol i dat ed Admi ni strative Managenent Organi zation (CAMO). The term
CAMO i s abolished herewith, and all conbi ned adm ni strative

organi zations will henceforth be identified as JAO s.

Funding for AID Personnel Detailed to State Positions

Al D personnel detailed to JAO s can occupy either a CORE or DAS
position. Such arrangenents are considered to be reinbursable details.
Posts will distribute DAS position costs in accordance with these FAAS
procedures without regard to whether the incunbent is State or A D.
Specific funding arrangenents are as foll ows:

1. State will issue the travel orders assigning an Al D enpl oyee to a
State/ JAO adm nistrative position and will fund directly all assignnent
travel costs. State will issue the travel orders and wll fund the

travel costs when an AID enployee is transferred froma State position
at one post to a State position at another post.

2. Wen an AID enployee is reassigned fromState to AID, AIDw Il issue
the orders and fund directly all travel costs.

3. Post allowances and other operating expenses for detailed enpl oyees
wi Il be funded fromthe post FAAS allotnent and accounted for in the
sane manner as for State enployees. |In accordance with 3 FAM 315, State
officers are hereby authorized to i ssue the necessary all owance
authorizations. To effect paynment of the all owances, posts wll prepare
a form SF 1166, Schedul e of Paynments, and subnit it to the appropriate
Fi nance Center for paynent.

4, State will reinburse AID at the Washington | evel for base pay,
hardshi p post differential, and benefits paid directly by A D

STANDARD REPORTI NG PROCEDURES AND APPLI CATI ON OF WORKLOAD FACTORS
I ntroduction to the CORE/ DAS Schedul es

Section 300 is the heart of the FAAS system the devel opnent of the
percentages which will subsequently determ ne the sharing of post costs for
the upcomng fiscal year between CORE and DAS, and anong the supported DAS
agencl es. The percentages are deternined by proceedi ng through the steps
represented by each of the FAAS fornms. The percentages will be based on
the current year's situation on the broad prem se that support requirenents
of all a?enci es renain relatively stable fromthe current year through the
new, or financial plan year.

The fornms required in this process are called the CORE/ DAS Schedul es.
The basic information cones fromthe Departnent's Field Budget Estimate,
Schedul es 1 and 13, which are the financial plans for the Bureau and FBO
FAAS al |l ot ments, and Schedul es 2 and 3, which contain staff data. These
schedul es shoul d be prepared first by the post before proceeding to the
CORE/ DAS Schedul es.

Great care nust be exercised by the posts in transferring data from one
schedul e to another, to ensure that amounts get on the right line and in
the right colum, so that the final percentages cal cul ations are accurate.

The CORE/ DAS percent ages are devel oped by the review and preparation of
t he FAAS CORE/ DAS Schedul es as shown bel ow, and as described in the
fol | owi ng subsections of Section 300 of this manual. The various schedul es



are as foll ows:

FAAS Schedul e Number: FBE 1 & 13

Appendi x B Section Nunmber: ---

Title/ Description: The Field Budget Estimate (FBE) financial plan shows
the estimated funding requirements for the current fiscal year and the
upcom ng year. FBE-1 includes funds allotted by the Bureau and FBE- 13
includes funds allotted by FBO These schedul es provi de the basic
information for the FAAS-6 (prior year costs) and the going rate estinate.

FAAS Schedul e Nunber: FBE 2 & 3

Appendi x B Section Nunmber: ---

Title/Description: Qurrently authorized Arerican and FSN positions. These
schedul es list the CORE and DAS Anerican positions, and the CORE and DAS
FSN positions, which are the basic data for FAAS- 4.

FAAS Schedul e Number: FAAS-1
Appendi x B Section Nunber: 311 _
Titl e/ Description: Post Adnministrative Support Agreenent

The agreenent with each agency which shows the services required by the
agency and for which costs will be assessed.

FAAS Schedul e Nunmber: FAAS- 2
Appendi x B Section Nunber: 312
Titl e/ Description: Wrkload Factor D stribution

Work count recorded during the prior year for the services listed on the
post agreenent. \Workload percentages are aprI ied to FAAS costs to
det erm ne each agency's percentages of total FAAS costs.

FAAS Schedul e Nurmber: FAAS 3
Appendi x B Section Nunber: 313
Titl e/ Description: Alocation of Positions by Sub-functions

Distribution of the time of each position to the subfunctions in which the
position serves. FAAS 3 represents a process rather than an actual form

FAAS Schedul e Number: FAAS-4
Appendi x B Section Number: 314
Title/ Description: Staffing Distribution

For each position listed on FBE-2 and 3, the percentage of time spent by
sub-function as deternined in the FAAS-3 process. FAAS-4C should be
conpl eted for all OORE positions while the FAAS-4D is to be conpleted for
al | DAS positions.

FAAS Schedul e Nunber: FAAS-4A
Appendi x B Section Nunber: 315
Titl e/ Description: QCORE/ DAS Ratio Conputations

Cal cul ation of the basic OCCRE and DAS percentages in accordance with the
position costs fromFAAS-4 and American personnel related costs from
FAAS- 6.

FAAS Schedul e Number: FAAS-5
Appendi x B Section Nunber: 316



Titl e/ Description: DAS Personal Services Distribution

D stribution of subfunction salary costs from FAAS-4 by the workl oad
Bercent ages fromFAAS-2 to determne the proportionate use of DAS services
y each of the supported agenci es.

FAAS Schedul e Number: FAAS-6
Appendi x B Section Nunber: 317
Title/ Description: Qther Cbjects Distribution

Distribution of prior year non-salary costs fromFBE-1 and 13 and the
wor kl oad data on FAAS-2, and other prescribed methods, to all agencies.

In reviewi ng the CORE/ DAS Schedul es prepared by the adm nistrative
section, supported agencies at the post should bear in mind that the
partici pation percentages which result will determne the anounts to be
rei mbursed by the parent agency in the forthcomng fiscal year. The
significant percentages are as foll ows:

1. The CORE/DAS Ratio for Anerican salary costs conputed on FAAS-4A. In
Section 540, this is shown as the FAAS-5 Anerican percentage and i s used
to determne the anmount of basic Anerican salary costs and American

Al | onances costs which will be paid by State (CORE), and the anounts
which will be shared anong the DAS agenci es.

2. The CORE/DAS Ratio for FSN salary costs conputed on FAAS-4A. I|n
section 540, this is shown as the FAAS-5 FSN percentage and determ nes
t he amount of FSN salary costs which will be paid by State ( CORE), and
t he amount which will be shared anong the DAS agenci es.

3. The CORE/DAS Ratio for the conbi ned anmounts of American and FSN
sal ari es conputed on FAAS-4A are used on FAAS-6 to distribute the total
in the FAAS Column to State and the DAS agenci es.

4. The final core percentage for Qher Cbjects costs conputed on FAAS-6.
In Section 540, this is shown as the FAAS-6 Percentage and determ nes
the CORE share, with the bal ance to be distributed anong the DAS

agenci es.

5. The percentages for each supported agency conputed on FAAS-5 and
FAAS-6, which determ nes how the total DAS costs are shared anong the
agenci es.

Thus, the dollar amounts which are attributed to each agency in the
devel opnent of the CORE/ DAS Schedul es are not to be considered as anounts
to be reinbursed; their inportance is in their use as a basis for
conput ati on of the percentages. Equally inportant to the review ng
agencies is the accuracy of the workload statistics which are accunul at ed
on the FAAS-2.

It is incunbent on the agency representatives to assure thensel ves that
t he CORE/ DAS per cent ages have been accurately conputed, since review ng
agenci es i n Washi ngton consider the representative's initials as
concurrence in the submssion. It is equally incunbent on the post
adm nistrative section to give the agencies sufficient tine for the review,
and to provi de necessary backup and expl anation in order to answer
guestions and resol ve i ssues before subm ssion to Washi ngton. Likew se,
the revi ewi ng agenci es are expected to respond w th concurrence or
qguestions within a mutual |l y acceptabl e timefrane.

311 Form FAAS-1 - Post Admi nistrative Support Agreenent

The first formin the system provides a nmethod for review and agreenent,



and lists each function and subfunction. (See Exhibit 311.1.) Wth the
list of functions and subfunctions in hand, the adm ni strative officer
neets with the chief of the serviced agency and reviews FAAS facilities and
agency requirenents. Together they fill in Form FAAS-1 which becones the
basis for participation. A post agreenent nunber is assigned, and the
adm nistrative officer and the serviced agency chief sign the agreenent as
provi ded. Any special notes on the agreenment are nade a part of the
agreenent by an attachment.

The primary purpose of FAAS-1 is to afford the opportunity to which two
partici pants can determne and revi ew periodically the needs and
availabilities of services. The agreenent stands as is until nodified, and
the adm nistrative officer and the concerned official of each participating
agency shoul d review their agreement on an annual basis.

The secondarﬁ purpose is to record at the post-level a standing
agreenent for the benefit of rotating personnel. This formshould serve as
the calling card for each adnministrative officer in briefing an i ncon ng
chief of a serviced agency.

Form FAAS-1 is not normally needed i n Washi ngton, and shoul d not be
subnmitted to Washi ngt on unl ess specifically requested.

The functions and subfunctions listed on Form FAAS-1 and in Section 150
and those which are normally perforned by the Enbassy adnministrative
organi zation. The subfunction nunbering is a historical carryover from
previ ous adm ni strative support systens. Attention is called to the
subfunctions marked by an asterisk (*), as follows:

2.2 Payrolling: The main functions of the payroll process are
perforned at the Regional Adm nistrative Managenent Centers ( RAMC s),
I.e., payroll preparation and issuance of checks. The pot functions
which are collateral to the process, such as the nai ntenance of time and
attendance records, |eave records, and payroll liaison, are perforned as
secondary functions of the Personnel and/or Budget and Fiscal Ofices.

3.5 Reproduction: The advent of readily avail abl e copyi ng equi prent
has elimnated this as an official subfunction. See Sections 160 and
317 for reference to contractual reproduction costs.

3.7 Bui | di ng Operations - Ofice; and 3.8 Building Operations -
Residential: The State Department is responsi ble for the managenent,
operations, maintenance, and funding, of all QGovernmnent-owned and
Long-term | eased (GCLTL% properties whi ch were managed, operated

mai nt ai ned, and funded by the Departnent at the beginning of FY 1980.
No costs are included in FAAS funding or distributed to serviced
agencies in connection with such GOLTL properties. Costs may be
assessed to the serviced agencies in connection with short-terml| eased
properties as are proper under these procedures.

4.1 Telegraphic Traffic: Services provided by Amrerican personnel in
the transmssion of telegraphic traffic are a State Department Basic
Program function, and the costs of such personnel are entirely excluded
fromthe FAAS funding system Participating agencies are charged only
for such FSN personnel and operating expenses as nmay be properly

aut hori zed under these procedures.

4.3 Fil es and Records: The naintenance of central files and records
for participating agencies has been elimnated as an officia
subf uncti on.

5.2 Physical Security: Services provided by Arerican personnel in
this subfunction are a State Departnent Basic Program function, and the
costs of such personnel are entirely excluded fromthe FAAS fundi ng



system

5.3 Marine Guard Services: Services provided under the Mrine
Security Quard programare a State Departnent Basic Program function and
the costs are entirely excluded fromthe FAAS fundi ng system

7.0 Direct Services: A direct service, as defined in Section 130,
provided to a specific agency should be identified on Form FAAS- 1.

Each one of the services listed on the Form FAAS-1 which is required by
t he serviced agency should be indicated by an X in the Participation
Colum. This will include services for which costs are distributed to the
participants in accordance with these procedures, and services for which no
costs are assessed.

312 Form FAAS-2 - Workl oad Factor Distribution

This formprovides for capturing and reporting workload statistics for
each of the standard workl oad factors described in Section 160 as they
pertai? to each serviced agency, including FAAS itself. (See Exhibit
312. 0.

As provided on the form the work count for the period specified should
be entered in the Quantity colum for each agency for each workload item
Each |ine should be added and the total entered in colum E  The form
contains two percentage colums for every agency on each workl oad |ine.
The first percentage colum will be used to record the individual workload
percent ages for each agency including State and FAAS. The second
percentage colum will be used to record the workl oad percentages for each
partici pant excluding the workload applicable to State and FAAS. The
percentages in the first columm are used to distribute costs on the FAAS-6
whil e the percentages in the second colum are used to distribute costs on
the FAAS-5 anong the DAS agencies. For exanple:

Wor kl oad Factor -- Pieces of Mail Handl ed
Pi eces FAAS- 2 As Applied
Agency of Mai l Per cent ages to FAAS-5
State 11, 454 34. 0% -
FAAS 16, 372 48. 7% -
USI A 92 . 2% 1. 6%
Al D 5, 312 15. 8% 91. 2%
FAS 397 1. 2% 6. 8%
DEA 24 . 1% . 4%
Tot al 33, 651 100. 0% 100. 0%

For distribution of costs on FAAS-6, the percentages fromFAAS-2 will be
appl i ed without adjustnment.

~Percentages will be carried out to one place to the right of the decina
point (e.g., 12.3%9. The percentage cal cul ati ons should be carefully
checked to see that each set of percentages adds to 100. 0%

Wrkload statistics will be reported for all serviced agencies. n
occasion, services are provided for an agency in a country where the agency
is not represented. The agency may be in Washington, or it may be in
another country or it may be that the agency is serviced by a regiona
activity such as a DAS doctor or nurse, or a regional budget and fisca
service. Al agencies should be |listed on the FAAS-2 and t he workl oad
entered for each appropriate subfunction

It is extrenely inportant that each agency work count and distribution



percentage be accurately determned and reported. The prinary use of the
FAAS-2 is to devel op percentages for application to the personal services
costs on the formFAAS-5, and to other objects costs on the form FAAS- 6.

Each unit head will be responsible for naintaining the required workl oad
statistics and the tinely subm ssion of such data to the budget and fiscal
office. The consulates and ot her constituent posts will |ikew se be
responsi ble for maintai ning and reporting such data for their posts to the
enbassy budget and fiscal office. The budget and fiscal office of the
enbassy wi Il consolidate these workload statistics for the enbassy and
constituent posts into one FormFAAS-2 for the country for submssion to
Washi ngt on

The conpleted FAAS-2 will be subnitted to each serviced agency
representative (for those agencies present at post) with sufficient time
for their review of data. The agency representative's initials at the
bottom of the FAAS-2 indi cate acceptance of the workl oad generated by the
agency and its proportion to the total workl oad.

313 Al l ocation of Positions to Subfunctions

Form FAAS-3, List of Duties Performed, is no |longer required. Instead,
t he Budget and Fiscal Oficer in conjunction with Unit and Section
Supervisors will distribute the tine of each position, both CORE and DAS,
to the appropriate subfunctions on the Form FAAS- 4.

The distribution of tine for each of the CORE positions is required to
assi st the Departnent and the Council in the periodic review of the
CCORE/ DAS rel ationship, and in the review and determ nation of post
requirenents for increases and decreases of FAAS positions.

In many instances, the duties of an individual position will fall within
a single subfunction. |In those cases, however, where the duties of the
position cover several subfunctions, the allocation of each position to the
pertinent subfunctions should reflect the best judgnent as to how the tinme
of the incunbent is normally spent on the various duties of the position
and extraordinary diversions to other duties caused by a tenporary
situation shoul d be di scount ed.

In the case of DAS positions, it is particularly inportant to reviewthe
current year allocation of time against the previous year's. DAS positions
are aut horized by the FAAS Council for specific purposes and the
anticipation that the costs will be shared anong the DAS agencies in
accordance with the workl oad that relates to the subfunction for which it
was authorized. DAS positions nay not be shifted to a new subfunction
where the cost distribution will change significantly without prior
approval by the Council.

Where the tine of a position is allocated to nmore than one subfunction,
the total of the percentages nust equal 100%

There are three types of DAS positions, as foll ows:

a. DAS Regular positions are fully shared by all DAS agencies at the
post in accordance with the workload factors.

b. DAS Direct positions are those which a specific agency has agreed to
fund indefinitely, and the incunbent work full-time for that agency.

c. DAS Special positions are those which have been added to the post's
conmpl enent for, or in anticipation of, an agency buil dup of significant
si ze before an adequate indication of the workload can be devel oped.
The agency responsible for the buildup has agreed to fund the full cost
of the DAS Special position for the year in which the position is
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authori zed and the next full year. DAS Special positions which are not
wi thdrawn at the end of the succeeding full year, becone DAS Regul ar
positions and the costs are shared by all DAS agencies in accordance
with the workl oad statistics.

Most posts have one or nore DAS driver position which provide either
direct or indirect servicing to the DAS agencies. D rect service neans the
transportati on of agency personnel or materials where the quantity of usage
can be clearly identified with an agency the Wrkload Factor J, Mles
Driven. Indirect service consists of the use of notor pool drivers and
vehicles for the benefit of all agencies nerely because they are present at
t he post, such as the pickup and delivery of mail and pouches and supplies,
trips to custons clearance points and banking facilities, security
i nvestigations, property mal ntenance, etc. Were DAS drivers are used for
direct service, the position's tine should be shown on the FAAS- 4 under
subfunction 3.1 and the costs distributed on Form FAAS-5 by Wrkl oad Fact or
J, Mles Driven. Were the use is for indirect servicing, the time should
be shown on FAAS-4 under subfunction 3.1 and the costs distributed on
FAAS-5 by Wrkload Factor C,  Anericans Serviced.

Positi ons engaged in the operation and nai nt enance of governnent - owned
and long-term| eased buildings (referred to herein as BOE/ GOLTL positions),
are no longer included in the cal cul ations of FAAS costs. Such positions,
the related position costs, and other operating costs, are funded fromthe
Departrent's programal lotments, and, as stated above, are not considered
inthe distribution of FAAS costs to State and ot her agencies. The
nmechani cs of identifying the BOE/ GOLTL positions has been based on the
intent that BCE GQOLTL positions will henceforth (beginning in FY 1984) be
excl uded from FAAS staffing conpl enents, and conversely, FAAS staffing wll
i nclude only operation and mai nt enance positions related to short-term
| eased (STL) properties.

In posts that have only GOLTL properties, or only STL properties, the
task of conplying with the basic intent is relatively sinple. In nost
posts, however, where there is a mxture of both GOLTL and STL properties
the process of separating the operation and mai nt enance positions has
required the application of an el ement of judgment to consider two rea
situations:

1. Positions were identified in terms of whole positions in order to
nmeet the requirenents for the admnistration of staffing conpl ements,
i.e., not less than a whole position could be transferred from one
conpl enent to anot her

2. In the actual day-to-day operating situation, enployees (who occupy
the positions) nmust be assigned to the tasks which need doi ng, rather
than being restricted by the admnistrative limtations which place them
in one slot or another.

In view of these situations, therefore, it is assuned that any CORE or
DAS positions remain in the FAAS conpl enent are those in which the major
portion of their tine is required for the operation and mai nt enance of STL
properties, and the allocation of the tinme of such positions to FAAS
subfunctions will ignore the time spent on GALTL. Should changi ng
circunstances indicate that the major portion of the tine of a FAAS
position is being devoted to GOLTL on a continuing basis, as opposed to a
short-termneed, the post should request the transfer of the position from
FAAS to Program

Form FAAS-4 - Staffing Distribution
The FAAS-4 calculation is done in three parts: (1) the basic

information is taken fromthe Field Budget Estinate (FBE) Schedul e 2
(Currently Authorized Anerican Positions - Exhibit 314.1), and Schedul e 3



(Currently Authorized FSN Positions -- Exhibit 314.2); (2) Form FAAS-4
whi ch distributes the basic cost of the positions to the subfunctions in
whi ch they serve; and (3) the Form FAAS- 4A CORE/ DAS per cent age

conput at i ons.

The FAAS-4 is concerned only with FAAS positions, therefore the basic
data shoul d be taken fromthe FBE Schedul es 2 and 3 which report only FAAS
positions. Copies of Schedules 2 and 3 should be submtted with the
CCORE/ DAS Schedul e submission to facilitate reproduction and distribution to
the participating agencies.

The FAAS-4 Percentage D stribution of Enployees Tinme by Subfunction is
to be conpleted for all FAAS positions, CORE Amrerican and FSN and DAS
Anerican and FSN, in accordance with the guidelines in Section 313.

CCRE and DAS positions shown on the FAAS-4 nust agree with the
aut hori zation issued by the Regi onal Bureau. Vacant positions will be
shown at Step One of the assigned grade.

Form FAAS-4 is conposed of two parts: the FAAS-4C Exhibit 314.3 rel ates
to all CORE enployees and the FAAS-4D Exhibit 314.4 to all DAS enpl oyees.

Form FAAS- 4 shoul d be conpl eted as foll ows:

a. For each FAAS position, enter in Colum A the Oganization Unit ( PER,
B&F, GSO, COW SY, MGT), the Position Nunber in Colum B, and the
Position Title in Colum C

b. Positions are to be listed in the follow ng order:

1. CORE Anericans

2. OORE FSN' s
3. DAS Anericans
4. DAS FSN s

For American positions, enter in Colum D the total anount of Col umms
Gthrough P of FBE Schedul e 2.

d. For FSN positions: enter in Colum E the total amount of Colums F
through L of FBE Schedul e 3.

e. For each position: both CORE and DAS, show the percentage of tine
spent on the various subfunctions in the colums on FAAS-4 headed
Percent age of Enpl oyees Tinme by Subfunction. Percentages are to be
spread i n accordance with the guidelines shown in Section 313. The
percentage on each line will add to 100%

f. DAS Direct positions will be distributed to the agenci es which fund
t hem under Subfunctions 7.1 through 7.5, usi nP a separate subfunction
for each agency. No OCRE or DAS positions will be shown under the
Direct Services Subfunctions for the State Basic Program DAS Speci al
Positions will be treated as DAS Direct positions only if such speci al
POSI'[IOI’]S were authorized during the first six nmonths of the current
iscal year, i.e., before preparation of the FAAS estimate for the new
fiscal year.

. Subtotal the OORE costs in Colums D and E. Subtotal the DAS costs.
Total the OORE and DAS in each colum to determine the total FAAS-4
costs.

315 Form FAAS- 4A - CORE/ DAS Rati o Conputations
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The purpose of the FAAS-4A is to determ ne the percentages by which the
estimated costs in the new fiscal year will be shared between State ( CORE)
and the participating agencies (DAS). The percentages developed in this
process will be applied subsequently as foll ows:

a. The percentage fromLine 3 of the FAAS4A will be applied to the
Areri can Sal ar?/ costs attributed to the post, and to the Arerican
Al I owances included in the post going rate and increase-decrease
requests.

b. The percentage fromLine 4 will be applied to FSN Sal ary costs.

c. The percentage fromLine 5 will be applied to the undistributed costs
in the FAAS Colum (Colum G) of the Form FAAS-6 to distribute the Post
G her (bjects costs between CORE and DAS ( See Section 317).

d. Note: The percentages for distribution of the DAS costs anong the
participating agencies will be devel oped by the Form FAAS-5 ( Section
316) and the Form FAAS-6 (Section 317).

An inmportant feature in the devel opment of the CORE/DAS ratio is the
addition of selected Gher (bjects to the Salary costs in the cal cul ation
of percentages. These costs, identified on the Form FAAS-6 ( Col um F) as
Transfer to FAAS-4A, are costs which can be related specifically to the
FAAS Arerican staff personnel as much as the salaries can be. Essentially,
t hese costs cover official personal travel and housing of the Anerican
staff, both of which can be relatively significant in ternms of nagnitude
and whi ch, therefore, should inpact on the distribution of percentages
bet ween CORE and DAS.

Form FAAS-4A wi Il | be conpl eted as foll ows:

a. Line 1: Enter Amrerican Position Costs for OCORE and DAS from Colum D

of the Form FAAS- 4,

b. Line 22 Enter the total for G her Anerican Personnel Rel ated Costs
fromthe Form FAAS-6, Colum F, Line 71. Distribute the total to CORE
and DAS in accordance with the nunber of FAAS Anericans in each
category. For exanple: if there are 8 CORE and 2 DAS Anericans at
post, the costs would be distributed 80%to CORE and 20%to DAS.

c. Line 3: The total of Lines 1 and 2.
d. Line 4: Enter FSN Position Costs from Colum E of FAAS-4.
e. Line 5: Total of Lines 3 and 4.

f. Determne the percentages for Lines 3, 4, and 5. Percentages shoul d
be carried out to one place to the right of the decimal (e.g., 12.3%.

Form FAAS-5 - DAS Personal Services Distribution

The purpose of the Form FAAS 5 is to deternine the percentages by which
the DAS costs will be distributed anong the partici pati ng DAS agenci es.
The Form FAAS-5 conbi nes infornation fromForm FAAS- 2 and FAAS-4 to show
the cost of each subfunction perforned by DAS enpl oyees and the
distribution of these costs anbng the participating DAS agenci es.

Separate Fornms FAAS-5 are required for DAS Anerican position costs and
for DAS FSN position costs, except that as indicated on the attached
Exhibit 316.1 Anmerican and FSN costs can be shown separately on one formif
space permts.



Form FAAS-5 will be prepared as foll ows:

a. Before filling in Colums D and E of FAAS-5, it will be necessary to
spread the Anerican Salary and FSN Sal ary costs for each DAS position
l1sted on FAAS-4 for each subfunction under Colum E of FAAS-4. A
separate worksheet is required for this purpose. On formFAAS-5 |ist

t he subfunction nunber in Colum A the subfunction title in Colum B
the workl oad distribution factor in Colum C, and the subfunction cost
in Colum D, or Colum E

b. Note that the FAAS-5 is prepared only for DAS positions and for
subfunctions in which DAS positions are providing service to the
participating agencies. The FAAS-5 is not prepared for CORE positions
and it I1s not necessary to calculate the costs for CORE subfunctions

c. Fromthe prescribed list of workload factors §paragraph g bel ow)
enter the appropriate letter for each of the subfunctions in Colum C

d. By reference to workl oad percentages reported on FAAS-2, for DAS
a%encies only (second percentage colum), distribute the costs shown on
the FAAS-5 for each subfunction to each participati ng agency and enter
t hese anounts in the appropriate agency col um.

e. Total the anounts in each colum and deternine the percentage
distribution of total American position costs for all participating DAS
agencies. Likew se, total the colums and determ ne the percentage
distribution for total FSN positions. Add the total anounts together
for American and FSN position costs, and determne the percentage
distribution for the conbined total for all DAS agencies. Check the
percentages to make sure they all add up to 100%

f. Agency initials on the bottomof the formsignify acceptance of the
percentage distribution

g. The workl oad factors on the Form FAAS-2 will be applied as shown
bel ow in distributing DAS Personal Service costs on Form FAAS-5:

Subf uncti on Wor kl oad Fact or Fact or
Letter

Areri can Personnel Ameri can Services A
Managenent
FSN Per sonnel FSN s Servi ced B
Managenent
VWl fare and Heal th Aneri can Per manent
Servi ces and Contract

Arreri cans C
Travel Services Nunber of Travel ers E

Accounts and Records

Nunber of bligations

Est abl i shed F
Voucheri ng Vouchers Processed G
Cashier and D. QO Paynent s and
Oper ati ons Accommodat i on Ex-

changes H
Budgeti ng and Fi nan- bl i gation Estab-
cial Planning l'i shed F



3.1 Mtor Pool (perations Mles Driven or Anmeri-
can Pernmanent Positions
and Contract Arericans J & C

3.2 Vehi cl e Mai nt enance

(non- pool ed) Hour s Mai nt ai ned K
3.3 Admnistrative Supply Dol I ar Val ue of
Suppl i es | ssued L
3.4  Procurenent Purchase Orders |s-
sued, Bids Recei ved,
Contracts Awarded M
3.6  Shipnments and Custons Shi pnents Sent and
Recei ved O
3.7 Building Qpera- Ofice Sq. Ft.
tions Ofice (STL) Qccupi ed P-1
3.8 Building (perations - Residential Sg. Ft
Resi dential (STL) Qccupi ed Q1
4.2  Pouching Wi ght of Pouches S
4.4 Mail and Messenger
Servi ces Pi eces of Mail T
4.5 Reception and
Swi t chboar d Nunber of Tel ephones U
5.1 Personne
I nvesti gations Nunber of Investiga-
tions \%
5.4  \Watchmen Services Hours of Watchmen
Servi ce X
6.0 Managenent Services Aneri can Per manent
Posi ti ons and Con-
tract Americans C
7.0 Direct Services No factor - appropri-

ate costs entered in
agency col umrms on
FAAS- 5 ACT

The post shoul d not deviate fromthe prescribed application of workload
factors as set forth above. The one exception to this concerns the
application of Factors A and B to Subfunctions 1.1 and 1.2. Wen an agency
recei ves only one service included under each of these subfunctions and the
application of the workload factor woul d produce gross inequities, the
adm nistrative officer may nake necessary adjustnents in the quantities
shown for Factor A and/or B on the FAAS-2 to achieve a nore equitable
distribution of the workload. Such adjustments shoul d be expl ai ned by
footnote on the FAAS-5.

317 Form FAAS-6 - Other bjects Distribution

The purpose of the Form FAAS-6 (Exhibit 317.1) is to arrive at a
percentage for each agency's participation in the non-personal services
costs of FAAS. The percentage will be applied to the going rate and
i ncrease-decrease requests by which the actual rei nbursenents for each
agency will be determined. As with the Form FAAS-5, DAS personal services



distri

bution, the final dollar totals on the Form FAAS-6 will not represent

amounts to be rei nbursed by each agency, but will be used only to calcul ate
t he percent ages.

The sub-object nunbers and titles foll ow the general scheme of accounts
patterns shown in 4 FAM Appendi x A, Account Structure and d assification

Codes.

This pattern is used by all posts in maintaining | edgers and

reporting obligations and |iquidations.

In

preparing the FAAS-6, follow these steps:

a. The amounts to be entered in Colum E of the FAAS-6 are taken from
the estimated prior year obligations reported in Colum B, Schedul es
1 and 13 for the FAAS allotnent of the Field Budget Estimates ( FBE).
(Note: Schedules 1 and 13 of the FBE will be subnmitted as the FAAS
goin? rate and initial increase/decrease estimtes. See Section

400.

b. The sub-object class listing in Colum C of the FAAS-6 shoul d
correspond to the listing in Colum A of the FBE Any line itens
whi ch the post may have added to the FBE should in turn be added to
the FAAS-6 on the available blank lines so that the listing on the
schedules is identical. In addition, some sub-objects require a
breakdown on the FAAS-6 of residential and non-residential costs
because of the different distribution factors invol ved.

c. The FAAS- 6 conbi nes the sub-object classes for the Bureau

allotment and the FBO allotnment. This is done in order to calcul ate
a single percentage for distribution of the other objects costs. The
singl e percentage preserves the relative shares of all agenci es which
exi sted before the separation of funding between the Bureaus and FBO

d. Listed below are the factors by which the costs will be
distributed to the various colums on the FAAS-6. The follow ng
gui del i nes are pertinent:

(1) Where the factor identification is shown as FAAS-4A, the
amount from Colum E is to be entered only in Colum F.

(2) Were the factor is shown as FAAS, the anount is to be
entered only in Colum G

(3) Where the factor is one of the al phabet factors fromthe
FAAS-2, the amount is to be distributed to FAAS, State, and each
of the DAS agencies by the total percentage fromthe first
percent age col um of the FAAS- 2.

(4) The prescribed distribution factors, as shown here and as
preprinted on the FAAS-6 formare to be used to the maxi mum ext ent
possible. It is recognized, however, that the application of a
rigid requirement on a worl d-wi de basis may result in an

i nequitabl e distribution of costs in sone situations, and that the
post nust have sone latitude to change the factor if |oca
conditions require it. Any changes in the factors should be
concurred in by all the agencies at the post. The change will be
clearly marked and an explanation for the change will be included
on or attached to the FAAS-6.

(5) In instances where a sub-object class includes a variety of
items for different purposes (e.g., 2372 - STL rents, or 2589 -
ot her contractual services NOC), it may be appropriate for the
post to apply nore than one workload factor to distribute the
costs. For exanple, if rents includes both housing for FAAS
personnel and transient quarters for all agency personnel, the



FAAS rents shoul d be charged to the FAAS-4A Colum, and the
transient quarters to all agencies on the basis of actual use in
the prior year. The distribution of this sub-object class may be
expl ai ned to the agenci es by post by a supporting worksheet, and
the FAAS-6 factor shown as ACT (actual). Individual contracts
exceedi ng $10, 000 in val ue shoul d be shown as separate line itens
and distributed by an appropriate workl oad factor.

(6) The prescribed FAAS-6 Distribution Factors are as foll ows:

Sub- obj ect Di stribution
Cl ass Sub-object Title Fact or

2153 Conf erence Travel FAAS
2155 Post -t o- Post Detail Travel FAAS
2156 Field Travel NCC FAAS
2157 Medi cal Travel FAAS- 4A
2158 Speci al Personnel Travel FAAS- 4A
2159 Security Travel State
2161 Rest and Recuperation Travel FAAS- 4A
2162 Educati on Travel FAAS- 4A
2163 G her Travel NOC FAAS
2164 Fam |y visitation Travel FAAS- 4A
2165 Emergenca; Visitation Travel FAAS- 4A
2169 Travel ildren Sep. FAAS- 4A
2201 Trans Govt. Property FAAS
2202 Trans Gt her Property FAAS
2221 Trans CGovt. Vehicles FAAS
2222 Unacconpani ed Pouch S

Bul k material shipped by any agency in quantities which constitute
full pouches which can be separately priced, should be charged
directly to the funds of the shipping agency.

2223 Frei ght and | ocal haul of

furni shings and equi prrent FAAS
2224 Frei ght on household furniture

and equi prent FAAS- 4A

2261 Freight Bl dg. O&M Sup (Res) FAAS- 4A
2261 Frei ght Bl dg. Q&M Sup ( Non-Res) P
23XX G her rental costs FAAS
2321 Tel ephone Equi p. inst. & serv. U
2322 Tel ephone Tol | s FAAS
2323 Leased tel ephone |ines FAAS
2329 G her Tele. Conmun. NOC FAAS
2332 Leased facilities FAAS
2335 Field Ry Contoll Msg. FAAS
2336 Field Ry Tel ex Msg. FAAS
2341 Post age FAAS
2360 Uilities STL Bl dgs residential FAAS- 4A
2360 Uilities STL Bl dgs non-

resi denti al P-2
2371 O fice Equi prent Rental FAAS
2372 Real Property rental residential FAAS- 4A
2372 Real Property rental non-

residenti al p-2
2373 ADP Equi pnent Rent al State
2374 M ni - conput er Rent al State
2375 Wrd Processor Rental State
2379 M sc. Rental NCC FAAS
2413 Printed ADP Supplies FAAS
2450 Msc. Prnt NOC FAAS
2511 M&R STL Bl dgs residenti al FAAS- 4A

2511 M&R STL Bl dgs non-residenti al P



2520 M&R Motor Vehicles - R'M K

2552 Facility operations STL Bl dgs

resi denti al FAAS- 4A
2552 Facility o[)erati ons STL Bl dgs non-

resi denti a p-2
2553 ADP (per/ Keypunch FAAS
2561 Medi cal Servi ces C
2562 Medi cal contr imuni z/ MD. exam C
2565 Contr trans/inter services FAAS
2569 G her contr pers NOC FAAS
2585 O fice Machi ne Mai nt enance FAAS
2586 Reﬁr/ Mai nt Equi p FAAS
2589 G her contractual services NOC FAAS
2593 ADP Site Prep Oh State
2596 Contr Security Services X

The desi gnation of workload factor X assunes the contractual
security services provides watchnen services for all agencies
represented in the workload factor. Contracts for other purposes
shoul d be distributed by a nore appropriate factor. Contracts funded
under the Departnent's anti-terrorismprogram should not be charged
to FAAS at all but to the Post Program all ot nent.

2598 ADPE Mai nt . State
25XX RAMC Servi ces FAAS

Billings for service to the State Basic Program other State
el enents, or DAS agencies should be charged directly to the
appropriate all ot nent.

2611 Aut onotive fuels and lubricants J
2611 Aut onotive fuels and lubricants C

See Section 212 for guidelines on the proper application of Factor
J (Mles Driven) and/or Factor C (Anmericans Serviced).

2612 Aut onotive parts and supplies J
2612 Aut onotive parts and supplies C
2621 Ref erence materi al FAAS
2622 O fice supplies L
2623 ADP Suppl L
2630 Print/Reprod Suppl FAAS
2640 Medi cal supplies C
2650 Bui | di ng supplies STL

resi denti al FAAS- 4A
2650 Bui | di ng supplies STL non-

resi denti al p-2
2660 Speci al dothing FAAS
2670 Commun Suppl State
2693 Security Supplies State
2699 M scel | aneous supplies NOC FAAS
3121 O fice Machi nes FAAS
3122 O fice Furnishings FAAS
3123 Househol d f urni shi ngs FAAS- 4A
3131 Repr oducti on equi pnent FAAS
3136 Security Equip State
3137 Books & Maps FAAS
3138 Tel ephone Equi p U
3139 Medi cal Equi p C
3140 M sc. equip NOC FAAS
3151 ADP equi pnent purchase State
3153 ADP Sof t war e Pack State
3154 Equi p/ ADP Site State

3156 M ni - conput er Pur chase State



3157 Word Proc Purchase State

3160 Commun Equi p State
4100 G ants, Subsidies, and

Contri buti ons FAAS
4200 I nsurance dains & I ndemities FAAS

e. Calculation of the final FAAS-6 participating percentages is done in
accordance with the following instructions for each |ine nunber:

Line 149 Total all other object amounts for each col um

Li ne 151 Subtract the total for Transfer to FAAS-4A from Col ums E
and F. This results in a zero bal ance for Colum F.

Line 152 Apply the CORE percentage fromthe formFAAS-4A Line 5, to
the FAAS Total in Colum G Line 149, and enter a mnus anount in
Colum G and a plus armount in Colum H State Basic Program

Line 154 Enter the DAS percentages for each DAS Agency from FAAS-5.
These percentages will total to 100%

Line 154 In Colum G FAAS, subtract the state share on Line 152 from
the total on Line 149, and enter the remrai nder of Columm G (total

| ess CORE share as a minus ampbunt in Colum G and distribute as a

pl us amount to each DAS agency in accordance with the DAS percentages
on Line 153.

Line 155 Total all colums. This will result in zero bal ances for
Colums F and G

Line 156 Cal cul ate the percentage of Columm H, Line 155, State Basic
Program of the total in Colum E Line 155. This is the CORE O her
bj ect s percent age.

Line 160 Cal cul ate the percentage for each DAS Agency of the

di fference between the total in Colum E and the CORE share in Col um
H These are the DAS Agency percentages and will total to 100%

Bot h CCRE and DAS percent ages shoul d be cal culated to one place to
the right of the decimal (e.g., 00.0%.



Country: Shangri-La
Date: April 1, 1901
FAAS- 1
POST ADM NI STRATI VE SUPPORT AGREENMENT
In keeping with the intent of the basic systemof Foreign Affairs
Admi ni strative support at overseas posts, the serviced agency | CA requests,
and the servicing agency, the Admnistrative staff of the Departnent of
State, agrees to provide the following adm nistrative servi ces:

Function and Subfunction Partici pation

1. Personnel Services

1.1 Anerican Personnel Managenent X
1.2 FSN Per sonnel Managenent X
1.3 Wilfare and Heal th Services X
1.4 Travel Services X
2. Budget and Fiscal Services
2.1 Accounts and Records X
2.2 Payrolling* -
2.3  \Vouchering X
2.4 Cashier and D sbursing X
2.5 Budget and Financial Pl anning X
3. CGeneral Services
3.1 Pool ed Vehicle Qperations X
3.2 Maintenance of Non-Pool ed Vehi cl es X
3.3 Admnistrative Supply X
3.4 Pr ocur enent X
3.5 Reproduction* -
3.6  Shiprment and Custons X
3.7 Building perations - Ofice* X
3.8 Building (perations - Residential* X
3.9 Leasing X
4. Communi cation Services
4.1 Telegraphic Traffic* X
4.2  Pouching X
4.3 Files and Records* -
4.4 Mail and Messenger Services X
4.5 Reception and Switchboard Services X
5. Security Services
5.1 Personnel Investigations X
5.2 Physical Security* X
5.3 Marine Quard Services* X
5.4 \Watchmen Services -
6. Managenent Services X

7. Direct Services*

* See instructions for the preparation of Form FAAS-1



Each subfunction required by the serviced agency is indicated by an X in
the Participation Colum. It Is understood that those costs which are
proper to be charged to all serviced agenci es under these procedures wil
be shared anong the serviced agencies in relation to each agency's workl oad
i mpact on the separate subfunction. Further, that the provision of
services indicated will be acconplished by the servicing agency, within
avai | abl e resources, to neet the standards required by the programof the
serviced agency. This agreement nay be nodified at any time by nutua
negoti ati on and execution of a new or anended form FAAS-1, but with due
regard for the lead time required for staffing changes.

Ef fective Date: 4/1/01
For the Servicing Agency: John E. Smith
For the Serviced Agency: Peter Q Jones
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POST FAAS ESTI MATES AND FI NANCI AL PLANS
I nt roducti on

This section sets forth procedures to be followed in the preparation of
Fiel d Budget Estimate Schedules 1 - FAAS ( S&E Funds Allotted by the
Regi onal Bureau) and 13 - FAAS (S&E Funds Al lotted by FBO), the
acconpanyi ng Narrative Schedul es 1-A and 13- A and the FAAS mi d-year
financial plan. The section describes the nakeup of the Post FAAS Estinmate
which will be distributed to the supported agencies in Washington, it
descri bes the nethod of post cal cul ations, and includes exanples of typica
problens in the preparation of these docunents.

The Departrment's Field Budget Estinmates (FBE) for the upcom ng fisca
year will be used by the agencies in Washington for initial planning
purposes. This is the financial plan that the post Prepares in the spring
as a projection of funding requirenents for the new fiscal year beginni ng
Qctober 1. Therefore, it will not be necessary to prepare the traditiona
FAAS Going Rate estinate.

The FBE schedul es (enunerated bel ow in Section 405) will be distributed
to the appropriate agencies in Washington and will be the basis for the
determnation of initial post funding levels. For this purpose, the posts
will attach the specified FBE schedules to a separate Airgramtransmttal
(see Exhibit 405.1) so that these particul ar FBE schedul es can be
autonatically distributed to all interested FAAS partici pating agencies in
Washi ngt on

To determne the distribution of FAAS fundi ng between CORE and DAS, and
anmong the DAS agencies, the post will also submt the OCORE/ DAS Schedul es
(Section 300) which contain the appropriate distribution percentages, in
accordance wth the subm ssion dates shown in Section 170.

At this point in the financial planning process, the posts will prepare
a full-fledged FAAS financial plan estimate for the current operating
fiscal year. This FAAS financial plan estinate will be cal cul ated anew
fromthe base of actual obligations for the prior fiscal year, wll include
actual obligations for the first six nonths of the current year, and six
nont hs of projected obligations through Septenber 30. The FAAS financi al
plan estimate will serve to update the projected fundi ng requirenents
prepared as FBE Schedules 1 and 13 in the previous spring. It wll be
calculated fromthe realistic base of the prior year final allotnent and
obligations, will include actual funding experience for half of the current
fiscal year, and narrow the scoFe of projected costs for the bal ance of the
fiscal year. The FAAS financial plan estinmate will be used to concl ude
final reinbursenment agreenments with the DAS agencies and final funding
availabilities for the overseas posts. |n conclusion, the estimated
funding requirenents for the balance of the current fiscal year will becone
the base for Colum B of FBE Schedules 1 and 13 for the next succeedi ng
fiscal year.

The FAAS financial plan estimate will be subnitted according to the
format prescribed in Exhibit 404.1 and the Narrative Justification wll
follow the format and sequence set forth in Section 404.

f IIThe sequence of preparation of the FAAS estimate requirements is as
ol | ows:

1. The CCRE/ DAS Schedul es.
2. The current year md-year financial plan estimates.

3. FBE Financial Plans for the New Fi scal Year



402 Pur pose and bjectives of the FAAS Financial Plan

The Going-Rate portion of FAAS financial plan is the extension of
current year level of operations, in financial terns, into the com ng year
at the same level of activity. It assumes neither augnentation nor
curtailnment in next year's operations, and it becomes the benchmark by
whi ch new plans for I ncreased or decreased activities can be neasured. For
financial planning in admnistrative support, the going rate is the funding
basis for initial reinbursenent fromparticipating agencies. It may be
adj usted (either upward or downward) during the year on the basis of
i ncr ease-decrease estimat es.

The obj ectives of the going-rate phase of FAAS financial planning are:

a. To provide a manageabl e and under st andabl e base for the funding of
maj or adnmini strative support costs at both post and Washi ngton | evel.

b. To sinplify reinbursement negotiations by recogni zi ng the bul k of
adm nistrative costs as stable and continui ng expenses, |eaving to
di scussion and eval uati on those renai ning cost factors affected by
changes in servicing |evels.

c. To inprove financial planning, particularly at post |evel, through
the early funding and al |l ot ment of a workabl e base from whi ch the post
may project its activities and plans.

The going-rate portion of the FAAS financial plan is a listing of funds
needed to continue at the same |evel in the comng year those operations
that it has been conducting in the prior year. It Is, in effect, an
extension of the post obligation rate, starting fromits current annua
estimate, then deducting those expenses of the prior year that will not
recur in the comng year, and then addi ng those expenses of the com ng year
above and beyond what was obligated in the prior year but required in order
to continue those prior year activities throughout the com ng year. oing
rate, therefore, is the cost of continuing your authorized staff and
service operations at their present |evels throughout the comng fisca
year, using the current rate of exchange. Make certain that a full and
conpl ete expl anation of changes is incorporated in the going-rate estimate.

An i ncrease-decrease request is the proposed adjustnent of a post's
going rate to neet (1) changes in funds required by uncontrollable or
unf oreseen dermands, (2 additional funds desired for better servicing or for
activities previously curtailed or postponed for Iack of funds, (3) new
activities deened worthwhile, or (4? special activities not required but
yet beneficial if funds are available. For financial planning in
adm ni strative support, an increase-decrease request is the basis for
addi tional funding above and beyond the going rate (or a reduction therein)
when participati ng agenci es agree that an unforeseen or a previously
uncertai n change In admnistrative support expenses becones nandatory,
desirabl e, or benefici al

I ncreases and decreases which are for discretionary inprovenents, or
which are related to antici pated changes in support levels in the new
fiscal year, are not nornally part of the going rate calculation, and in
t he FAAS funding process are usually submtted as a separate and disti nct
subm ssion. Such increases and decreases are included here, however, to
nmeet Departmental requirements for a conplete financial plan for the new
fiscal year and to elininate the requirenment for separate and duplicative
FAAS submi ssions. For this purpose, it will be understood that references
to the going rate will also Include discretionary and ot her increases and
decreases in post funding requirenents.

403 FBE Schedules 1 and 13 - The Initial FAAS Estinate
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This section covers the preparation of FBE 1 and 13, Colums B t hrough
The going rate calculation will consist of five parts:

a. Your current year annual estimate for FAAS expenses.
b. Deduction of non-recurring costs.

c. Addition of annualized costs (FBE 1 and 13 ask for this category of
adjustnent to be shown in separate colums for \WAge Revisions/Price
I ncreases, and All Other types of increases).

d. Addition of nmandatory increases (FBE 1 and 13 |ike-wi se ask for the
di stinction between WAge Revisions/Price Increases and All other
i ncreases.

e. Addition of discretionary increases, and increases and decreases
related to programchanges 1n the financial plan year

um B - Estimated FY 19XX (Current Year) Ooligations

Amounts in this colum are the base for the going rate cal cul ation
for the upconing fiscal year. Wrking fromthe actual obligations
recorded for the prior year and the first six nonths of this fisca
year, posts should project their FAAS requirements through Septenber 30
and enter these anounts in Colum B. (Note: as shown in Section 370,
the amounts in Colum B are used for the preparati on of Form FAAS-6
Qther Objects Distribution.)

um C - Non-Recurring Ooligations
a. General Instructions

Item ze and deduct all non-recurring expenses of the prior year. Do
not confuse non-recurring itens with itens of a continuing service
| evel. For exanple, you may have worked out an equi prent repl acerment
programthat replaced three typewiters the prior year and w !l repl ace
two addi ng machi nes next year, and so on for a decade. If thisis
actually a continuing replacement programat an al nost set level, the
cost is part of your operating all owance base and there is no need to
deduct the cost of the tyﬁemriters and then add the cost of the adding
machines. |f, however, this was a one-time purchase to increase the
nunmber of typewiters, then deduct as a one-time, non-recurring expense.
Itens of |less than $50 nay be onitted.

b. Exampl es of Non-recurring Expenses

This list indicates sone of the one-tinme expense itens you should
ook for in reviewing your prior year obligations. The list is not
all-inclusive, but should suggest the major itens that woul d be
deduct ed.

(1) Sal ari es pai d FSN enpl oyees who have |eft and were not repl aced
due to the abolishnment of the position.

(2) Al onances paid to Anericans who have | eft and were not
repl aced, due to the abolishnent of the position.

(3) Overtine paid for a special conference not schedul ed for the
next year.

(4) Rents paid for property that was given up during the prior year
(and utilities, of course).

(5) Advance rents paid for property in the past year for which no



payrment will be required in the com ng year

(6) Alowances paid in excess of current allowance authorizations
resulting fromall owance reductions at some point in the prior year

(7 Contract payments for enpl oyees transferred during the prior
year to regul ar enpl oynent.

(8) Tel ephone tools to a subpost cl osed during the prior year

(9) (ne-tine purchase of special equiprent, furniture, machines,
etc.

(10) One-tine installation charges for service facilities, such as
new t el ephone exchange, gasoline storage tanks, etc.

(11) Expenses incurred to establish a new position, such as
t enporary | odgi ng, shipping, furnishings, etc.

(12) Payments in connection wth services discontinued during prior
year, such as janitorial contract for a building given up.

(13) One-time repairs to short-term | eased property.

(14) One-tinme replenishment of stock | evels consuned during prior
year by special project, such as regional conference or energency
supply to new post.

(15) Net savings resulting froma devaluation of |ocal currency.

(16) That armount of allotnent obligated prior to withdrawal of one
or nore serviced agencies that would not have been required if the
program had been w thdrawn Cctober 1 rather than later in the year

Colums D-E-F - Annuali zation
a. General

Annual i zation is the calculation of all significant additional costs
whi ch nmust be met to fund for the full coning year those activities
started or only partially funded in the prior year. For each such item
add only that part of a full year's cost that was not incurred in the
prior year. For exanple, if you leased a new residential unit in
February of the prior year on a nonthly basis, your current all otment
includes funds for only 7 nonths' rent; you will need an increase to
cover 5 additional nmonths in the coning year. |f on the other hand, you
paid a full year's rent in advance, your operating all owance
autonatically includes the funds for another year's rent payabl e next
February and no annualization is necessary. As a second exanple, a new
FSN position established in, say, January of the prior year drewonly 9
nmont hs' salary fromyour current allotnent; annualization would then
require 3 additional nmonths for the coning year. Annualization is
therefore the full year costs of a continuing activity |ess whatever

part of a full year's costs you may have paid in the prior year. Itens
I ess than $50 nay be onitted. Each itemlisted shoul d be
self-explanatory. |If the itemis difficult to explainin a few lines,

attach an additional supporting statenment, with Schedules 1-A and 13-A
b. Exampl es of Annualized Costs
This list indicates the type of costs that nmay require annualization.

It is not all-inclusive but should suggest the major itens that woul d
require additional funds in your operating all owance.



Co

(1) Al I onances for a new Anerican position established and filled
in the prior year

(2) Education, housing and ot her post allowance increases
aut hori zed during prior year.

(3) Rents for new residences, offices, or warehouses initiated
during the prior year on nonthly rental basis.

(4) Uilities for item3.
(5) New TDY per diemincreases authorized during the prior year
(6) New FSN positions authorized and filled during the prior year

(7 Pronmotions resulting fromposition reclassifications for FSN
enpl oyees during the prior year

(8) Wt hi n-grade increases for FSN enpl oyees authorized and partly
pald during the prior year

(9) Gvil Service retirement or other contributions for FSN
enpl oyees initiated during the prior year

(10) New FSN wage scale instituted during the prior year

(11) Newutility or tel ephone rate increases effected by |oca
conpani es or government during the prior year

(12) Restoration of savings fromvacancies in the prior year

Renenber : Annual i zation is the full-year cost of any of the exanples
above | ess what you paid for themin the prior year

Include in Colum D - Wage Revisions annualization costs related to
FSN wage scal e revi sions which were, or are to be, inplenmented in the
current year. This category of increase will include bject Oass 1100,
and sub-objects 1223, 1227, and 1228.

Include in Colum E - Price Increases annualization costs of price
i ncreases which were, or are to be, inplenented in the current year
This will include increases in the rates of allowances, utility rates,
and other unit price increases.

Include in Colum F - O her Increases all other annualization costs
whi ch have not been shown in Colums D and E

ums G H 1 Anticipated Mandatory | ncreases
a. General Instructions

Mandat ory increases are the funds needed to cover additional expenses
which will occur in the comng year to naintain the staff and service
activities authorized as of the end of the prior year. Projected FSN
wage scal e and price increases which you feel with certainty will be
requi red and whi ch can be supported by | ocal governnent decrees, wage
surveys, past trends, and econom c anal ysis nmay be included as nandatory
increases in the going-rate calculation. Unless they can be clearly
supported as going-rate itens, they should be omtted fromthis category
and included as discretionary increase estimates. |If a | ease or
contract is conming up for renewal in the comng year and the | ease or
contract actually provides for sonme increased paynment or you have been
notified that an increase will be required, then the increase is
mandatory. But if the |lease or contract has no specific provision for



an increase and no ot her supportabl e basis exists, and you nerely
suspect that you will not be able to renew without increased costs, then
this is speculation, not a mandatory increase and should be included in
the discretionary increase colum, not in a going-rate calculation. A

sinple test is found in the word mandatory: if you have a choice, it is
not part of your going rate. Again, itens less than $50 nmay be om tted.
Each itemincl uded shoul d be self-explanatory. |If the itemis difficult

to Lustify inafewlines, attach an additional supporting statemnent,
with Schedul es 1-A and 13-A

b. Exanples of Mandatory I ncreases

This list indicates sone of the types of costs that may be consi dered
mandatory. It is not all-inclusive but shoul d suggest the najor itens
that would require additional funds in your initial operating all owance.

(1) | ncreased supply or naintenance costs to service or support a
specific activity authorized for comng year, such as additiona
gasoline for increased notor fleet, approved during prior year but
not yet inplemented.

(2) A wage increase required by government decree or resulting from
a survey or based on sound supportabl e reasoni ng, and pl anned for
installation as of a specified date in a certain amount. Such amount
shoul d i ncl ude those m scel | aneous personal service costs related to
such wage i ncrease.

(3) Rentals or contract charges com ng due next year but not paid
in prior years (perhaps because of advance paynents in earlier years
or because of specific increase clauses).

(4) Net costs of required or automatic wthin-grade increases for
FSN enpl oyees in com ng year

(5) Speci al one-tine expenditures required by authorized program or
proj ect increases, such as initial furniture for a known popul ati on
I ncr ease.

(6) Leases or contracts funded fromother allotnents in prior year
but authorized for transfer to admnistrative allotnent in com ng
year. (The reverse condition should be deducted under
non-recurring).

(7 Cost of planned rest and recuperation travel in comng year
above and beyond | evel of expenditure in prior year (list name and
amount for each staff menber involved in total requirenents for
year).

(8) Repl acenment of furniture and equi pment currently unserviceabl e
and not 1 ncluded in continuing replacement programas part of
operating all owance base.

(9) I ncreased costs due to unfavorabl e exchange rates.

The distribution of Anticipated Mandatory Increases to Colums G H,
and | will followthe sane guidelines as for Colums D EF

Colum J FY 19XX (Financial Plan Year) Going Rate
This colum is the sumof Colums B through I
Colum K - Discretionary |ncreases and Decreases

This col um provides for adjustnments to the going rate cal cul ation



for the costs of changes in servicing |levels, new or discontinued
activities, or discretionary inprovenents. For convenience in review ng
and di scussi ng changes with serviced agencies at post in the

determ nation of activities to be reflected in the increase-decrease
justifications, the post may wi sh to consider such potential itens as
falling into one of the three follow ng categori es:

a. Requested Changes

An i ncrease-decrease request is a requested change when it results
froma change in servicing | evel requested by one or nore serviced
agenci es. Exanpl es of requested changes: if the serviced agencg and
the adm nistrative unit agree that a particular function should be
deleted fromthe adm nistrative allotnent and nade a direct charge to
the serviced agency's programoperating funds; if it is decided that
housi ng nai nt enance woul d be nore econonicallﬁ and efficiently perforned
i f pooled under FAAS; if an agency requests that FAAS take over a
function, such as allotnent accounting, fornerly perforned by the
servi ced agency itself.

b. Desired Changes

An increase-decrease request is a desired change if the post can
operate without it but can creditably argue for its installation to
i mprove service or support, or believe that service, support, or norale
woul d be enhanced if specific activities could be funded. Sorre
exanpl es of changes would be a justification for a new FSN position to
relieve overtime in the disbursing unit or to provide needed night-tine
chauf f eur coverage; plans to | ease new office space to inprove traffic
flow and elinmnate overcrowding in the general services unit; a proposa
to add new trucklines to the switchboard to inprove tel ephone service; a
plan to increase stock levels to preclude possible shortages between
senm -annual requisitions; a desire to install a traffic light at the
not or pool entrance to control traffic.

This list indicates the type of activity that could result in an
i ncrease-decrease request. This list is not all-inclusive, but should
suggest the general types of activities that could result in
i ncrease-decrease requests. Do not | ook upon these exanpl es as a w sh
book or shopping list. You will still need adequate justification to
support the change and any obviously inpractical proposals may discredit
your entire request and may actually works to the post's detrinent.

a. New Anerican positions requested for such things as increased
wor kl oad, better mai ntenance supervision, nurse for proposed or
aut hori zed health room etc., requested in accordance wth Section
260.

b. Furniture (office or household), equipnent, and supplies to
support any new position requested in paragraph a above.

c. Salaries for new FSN positions requested as result of proposed or
actual service inprovenments, such as driver for increased notor
fleet, operator for new or additional swtchboard, accounts clerk for
expanded fiscal responsibilities, maintenance nen for new buil di ngs,
etc., and requested in accordance with Section 260.

d.dSpace required for additional positions requested in paragraphs a
and c.

e. Additional travel funds for admnistrative staff to coordinate
branch activities, regional requirenments, or custons clearances, etc.

f. New funds to provide for planned, annual replacenent program



above anounts included in the going rate request.
g. Funds for renovating or nodernizing existing office space.

h. Funds for increased supplies and repair parts, above the going
rate and related to increases in supported prograns.

i. Proposal to |lease two hotel suites for transient quarters.

j. Costs connected with opening new post or savings resulting from
cl osi ng.

k. Costs connected with transfer of functions fromserviced agency to
adm ni strative support or savings to the admnistrative all ot ment
resulting fromtransfer of costs fromFAAS to direct charges.

I. Savings resulting frominstallation of nore efficient procedures
or other econony suggesti ons.

404 Narrative Justification: FBE Schedul es 1-A, 13-A and FAAS M d- Year
Fi nanci al Pl an

Schedules 1 and 13 will be part of the initial FAAS and submi ssion ( see
the following Section 405), but will not require concurrence by the
partici pati ng agenci es.

Schedul es 1-A and 13-A, the Narrative Justifications, will also be part
of the submission and will repeat will require concurrence of the
participating agencies at post. Schedule 1-Ais the Narrative
Justification for Regional Bureau Allotted S&E Funds; Schedule 13-Ais the
Narrative Justification for FBO Allotted S&E Funds. For this reason, the
narrative justification nust be conprehensive and conplete for the benefit
of the review ng agency representatives, even where amounts in the FBE
schedul es appear to be adequately explai ned i n supporting cal cul ations.

Narrative justification for the FAAS md-year financial plan nust also
be prepared in accordance with the provisions of this Section 404.

The Narrative Justifications will follow the sequence shown bel ow It
wi Il becone the CGoing Rate subnission which will be distributed to the
partici pating agencies in Washington and will be the basis for
deternm nation of approved post funding levels. The format is as foll ows:

A. Estimated Current Year Requirenents:

1. Prior Year (bligations $ XOKXX
Per sonal Al
Servi ces Q her
Expenses Expenses

2. Breakdown of Prior Year (bligations:

a. Anerican Al owances
and M scel | aneous

Anerican Sal ari es $ XOKXX
b. FSN Sal ary Expenses XOOKXXXXK
c. G her hjects Expenses $ XXX

d. Subtotals XHOOKKXKX XHOKKXKX



Deduct Non- Recurri ng:

1. Allowances (Itenize)

2. FSN salary (Iteni ze)

3. O her objects (Itenize)

4. Ec.
Subt ot al Non- Recurri ng
Requi renent s Bal ance

Add Annual i zati on:

1. Allowances (Iteni ze)

2. FSN salary (Iteni ze)

3. O her objects (Itenize)

4. Ec.
Subt ot al Annual i zati on
Requi renent s Bal ance

Add Mandat ory I ncreases:

1. Allowances (Itenize)

2. FSN Salary (Iteni ze)

3. Gher hjects (Itenize)

4. Ec.

Subt ot al Mandat ory
I ncreases

Requi renent s Bal ance

Add Di scretionary |ncreases
and Decreases:

1. Allowances (Item E)

2. FSN salary (ltemE)

3. Gher hjects (lItemE)
4. Ec.

Subtotal Discretionary
Total Financial Plan

Br eakdown of Tot al
Fi nanci al Pl an

1. Anerican A lowances and
M scel | aneous American
Sal ari es




2. FSN Sal ary Expenses XOOOKXXXXK
3. G her hjects Expenses XOXXXXX

4., Total Financial Pl an XXX KKK

Expl anat ory Not es

Paragraph A, Line No. 1 is the total of actual prior year obligations
for personal services costs and all other costs.

Par agraph A, Line 2a includes sub-object classes 1121, 1122, 1131,
1132, 1135, 1136, 1151, 1161, 1201, 1204, 1205, 1206.

Par agraph A, Line 2b includes sub-object classes 1113, 1124, 1134,
1162, 1163, 1181, 1219, 1223, 1227, 1228, 1302.

Paragraph A, Line 2c includes all other non-personal services
sub- obj ects of expense.

Paragraphs B, C, D, E list and explain each entry in accordance with
the definitions and exanples in Section 403. |Itens of |less than $500
each may be lunped as one entry as M scel |l aneous w thout explanation

In the sections on Annualization and Mandatory Increases, follow the
sequence of the colums by the FAAS md-year financial plan, i.e., wage
revisions, price increases, and all other increases.

In the explanation of Annualization and Mandatory | ncreases, show the
date and percentage rates of increase for such itens as wage i ncreases,
al l omance i ncreases, rents, contracts, and utilities which have established
rates of payment (e.g., gas, water, electric power, telephone, and
petrol eum products).

G Special ltems

In some cases where an item of increase involves only one agency and the
anmount of the increase is substantial, the inclusion of this anmount in the
total and the application of agency percentages may result in a distorted
distribution of costs. In such cases where, in the opinion of the
admnistrative officer, the resulting distortion would be significant, the
fol | owi ng met hod may be used:

(1) I nclude and explain the special itemin the list of increases and
identify by agency, including State.

(2) Bel ow the total request line |list each such increase, identified
by item nunber and agency.

(3) Deduct these special itemanounts fromthe total request.
(4) Strike new request totals and enter on Adjusted Request |ine.
(5) D stribute adjusted bal ance using regul ar agency percent ages.

(6) Establish a separate Special Itens colum to the right of the
FAAS-6 columm and enter the anount on the appropriate agency line.

(7 Total the anmounts shown in each colum for each agency to obtain
total agency share.

Special itens are usually those new or additional services being
requested by the agency for the next year for which there are no workl oad



statistics for the current year. The term Special Item should not be
confused with function 7, Direct Services. Usually the special item of
support shown for a particul ar agency on the going-rate subnission or the
i ncrease-decrease request will become a regular service for that agency in
subsequent years. During the first year in which the special service Is
rendered it becones part of the total workload of the FAAS personnel, or a
part of the total other object costs, and becones part of the total
wor kl oad statistics naintained at the post. Thus the additional workl oad
and costs occasioned by the special service would be autonatically
reflected as an increase in the participation percentage of that particul ar
agency.

H Ofsets

At some posts certain adm nistrative support services may be furnished
by agencies other than the FAAS. |n such Instances, and when direct
rei nmbursenent to the servicing agency is not feasible, the value of such
servi ce should be shown as an offset for that agency and the cost spread to
t he ot her serviced agencies at post which benefit fromthe service. 1In so
doing, an additional O fsets schedul e shoul d be included as part of your
subm ssion (see Exhibit 404.2). The sumof the Of-sets colum will always
result in a zero entry on the total line since the total of all agency plus
entries will be off-set by a minus entry for the agency performng the
service. The agency rendering the offset service will present the enbassy
with a justifiable estimate of the cost of such service. Any changes in
| evel of service and cost fromprior year will be explained in detail. The
enbassy will include a summari zati on of such costs as an attachment to its
subni ssi on and show the basis for agency distribution. Wenever possible,
such distribution should be related to workl oad factors and percent ages
shown on form FAAS- 2.

For exanple, Al D provides mai ntenance and garaging for the notor pool at
a total cost of $40,000. Percentages fromformFAAS-2, factor J, Mles
Driven, indicate the total cost should be spread as foll ows:

FAAS 10% $ 4,000
STATE BASI C 25% 10, 000
Al D 40% 16, 000
Usl A 10% 4, 000
DA 10% 4, 000
FAS 5% 2,000

100% $ 40, 000

Usi ng participation percentages devel oped on forns FAAS 4A and FAAS-5,
t he FAAS portion ($4,000) woul d be spread as foll ows:

STATE BASI C 30% $ 1,200
Al D 30% 1, 200
Usl A 20% 800
DA 10% 400
FAS 10% 400
100% $ 4,000

The total AID share fromthe above two sets of figures is $17,200, which
deducted fromthe total cost ($40,000) |eaves $22,800 to be charged to
ot her agencies as plus entries, and a mnus entry for AD The anmount s
shown in the of fsets col um woul d be

STATE BASI C $ 11,200
Al D (22, 800)
usl A 4, 800
DA 4, 400
FAS 2, 400

-0-
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| . Agency Distribution:

Distribution of the Ging Rate - Increase/Decrease estimate between
State and DAS, and anmong DAS agencies, will be in accordance w th Exhi bit
404.3 and with the follow ng paragraphs:

1. Separate percentages will be used to distribute American position
costs (these sane percentages will be used in Washington to distribute
Ameri can Sal ary costs as conputed fromthe worl dwi de American Sal ary
Al lotment), FSN position costs, and G her (bjects.

2. Anerican position costs will be distributed initially according to
the CORE and DAS percentages fromLine 3, FAAS-4A. Distribution of DAS
Anerican position costs among the DAS agencies will be in accordance
with the Anerican Participation Percentages fromthe Form FAAS-5
prepared for this purpose.

3. FSN position costs will be distributed initially according to the
CCRE and DAS percentages fromLine 4, FAAS-4A, and the DAS portion

t hereof distributed anmong the DAS agencies in accordance with the FSN
Participation Percentages fromthe Form FAAS-5 prepared for this

pur pose.

4., G her (hjects costs will be distributed by appl?/i ng the State FAAS-6
participating percentage fromLine 156 to the total Gher (bjects costs.
The remai nder of the ther Chjects costs will be indicated as DAS. The
DAS portion of the her (hjects costs will be distributed anong the
servi ced agencies by using the FAAS-6 percentages fromLine 160.

5. The colum Special Itens/Ofsets will include all adjustnments in
agency shares which are not properly distributed by the FAAS-5 and
FAAS-6 percentages. This colum will include special itens as expl ai ned

i n paragraph G above, and offsets in paragraph H above. Salary costs of
DAS Direct and DAS Special positions are used in devel opi ng the FAAS-5
percentages, therefore, these costs will not be treated as a Speci al
Item

6. Ofsets for common services provided by an agency shoul d be
distributed by an appropriate workload factor to all agencies which
benefit. Anmounts so distributed to State will be shown on the CORE
line. A brief description of any costs in the Special Itens/fsets
col um shoul d be attached with the distribution schedul e.

Post Subm ssi on

The post FAAS estimate has a special objective beyond the prinmary
purpose of the Field Budget Estimate, which is to present a picture of the
post's financial requirenments in the comng year. The participation of
numer ous ot her agencies in the funding of post operations neans that these
agenci es nmust be as well informed as to post fundi ng needs as the
Departrent. Therefore, the post FAAS estinmate nust be distributed to the
?genfies in Washington which will collectively determ ne the post's fundi ng

evel .

For the reason stated above, then, the post estimate will be submtted
inaformthat can be reviewed at the post and distributed to all
partici pating agencies in Washington in the nost expeditious manner.

The post FAAS estimate will be subnmitted as an UNCLASSI FI ED Al RGRAM
fThF| transmttal airgram package (Exhibit 405.1) will consist of the
ol | owi ng:

1. CORE/ DAS Schedul es (FAAS-2, FAAS-4A, FAAS-4C, FAAS 4D, FAAS-5, and
FAAS- 6) .
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2. FBE Schedule 1 - Summary: Regional Bureau Al otted S&E Funds.
3. FBE Schedule 13 - Summary: FBO Allotted S&E Funds.
4

. FBE Schedule 1-A - Narrative Justification for Regi onal Bureau
Al otted S&E Funds.

5. EBE Schedul e 13-A - Narrative Justification for FBO Al l otted S&E
Funds.

6. FAAS O f-set Schedul e (Exhibit 404.2)

7. Agency Distribution Schedul e (Exhibit 404.3).

8. FBE Schedul e 15A - FBO Qurrent Short-term Leases.
9. FBE Schedul e 15B - FBO Projected Short-term Leases.
10. FBE Schedule 16 - FBO Furniture and Equi prent.
Proceeds of Sal es

The definition and procedure for processing proceeds fromsal es of
personal property are set forth in 4 FAM324.4. Fromthe standpoint of
FAAS fundlng, proceeds of sales represent a source of funds, other than the
Departrent' s appropriation or the reinbursenents fron1part|C|pating
agencies, to neet post requirements for the replacenment of persona

property.

In the context of these FAAS procedures, the Proceeds of Sales that are
referred to here are those which result fromthe sales of property that
were originally funded by the FAAS allotnent. This will exclude, repeat
excl ude, proceeds fromsales of notor vehicles, and real property.

Proceeds of sal es of FAAS personal property becone available to the post
for the replacenent of like itens through the allotnent process, i.e., In
the FAAS al |l otnent issued by either the Regional Bureau or FBO To
deternmi ne the anount of proceeds which are available to fund the equi prent
repl acenent requirenents of the post, or which can be used to meet another
post's requirements as pernitted bﬁ 4 FAM 324. 4, posts are requested to
show t he anmount of Proceeds whi ch have been realized, or are anticipated to
be realized in the current fiscal year, as indicated bel ow

On FBE Schedul es 1-A and 13-A, bel ow the Agency Distribution Schedul e,
i nclude a statenment which says, Estimted Proceeds of Sales are $
I ncl ude on Schedule 1-A Narrative Justification for Regi onal Bureau
Allotted SRE Funds, proceeds fromthe sale of office furniture and
furni shings, and equi pnent. |nclude on Schedule 13-A Narrative
Justification for FBO All otted Funds, proceeds fromthe sal e of househol d
furniture and furnishings.

When the M d-Year Review Estinates are presented to the FAAS Wr ki ng
Goup for the inter-agency revi ew session, proceeds of sales will be shown
as a deduction fromthe total post funding requirements on the Form
FAAS-8A, as described in Section 520.

Interimlncrease-Decrease Estinates

Since the going rate estinate, and the m d-year review estinmate, both
provide for increases and decreases to the going rate requirenent, it is
not expected that interimrequests for changes in post funding will be
necessary. An interimincrease-decrease estimate, therefore, will normally
be reserved for significant and extraordi nary changes such as those
nmentioned in Principle 23 (Section 130), which are repeated as foll ows:
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a. The appropriation of funds substantially |ess than anticipated and
whi ch woul d substantially reduce the reinbursi ng agency's program
activities;

b. The opening or closing of an overseas m ssion for which support
services are desired or have been furni shed;

c. A coordinated request fromthe nission for specific additiona
services and facilities or the elinmnation of services and facilities
bei ng performed for a specific agency or the m ssion, which would result
in an I ncrease or decrease in resources;

g. ghe passage of new Public Laws which inpost a heavier financia
ur den;

e. Natural calanities, or precipitous actions of host governmnents.
Di stribution

Unl ess you specify otherw se, distribution of increase- decrease
requests anong serviced agenci es shoul d be made on the sane basis as your
overal | FAAS percentages. These sane percentages will be used in nmaking
agency distributions of cost for increase-decrease subnissions. |If a
particul ar increase or decrease is only attributable to certain serviced
agenci es (and assumi ng you have explored and discarded the feasibility of a
direct charge to that agency), and the application of your overall workl oad
percentages would result in najor distortion or inequities, then separate
that particular increase or decrease fromthe total to be distributed and
add it as a special itemto those agencies' share. (In subsequent years it
may be assuned that this increase would be reflected in the overal
wor kl oad statistics on which costs are distributed and hence will be
automatically attributed to the requested agency (or agencies) in the going
rate cal cul ation).

Justifications

Each itemin an increase-decrease request will require conplete
justification. Keep in mnd that each request will be reviewed and judged
by the regional bureau and will be further exam ned by budgeting and
management counterparts in the serviced agencies. The justifications
shoul d be conpl ete and cl ear enough to ensure understanding, yet brief
enough to preclude inpressions of a sales pitch. However, do not sacrifice
clarity for brevity, and if an itemis difficult to justify in a fewlines,
attach an additional supporting statenent.

Subni ssi on

An interimincrease-decrease request nmay be submtted by airgram or
telegram with either neans of communication including the follow ng
essential el enents:

1. lIdentify the agencies to which copies should be distributed.

2. Explain the itemof change and the cost.

3. Showthe distribution of costs anong the supported agenci es.

4. Show concurrence of the supported agenci es.

Concurrence of Participating Agencies

FAAS Principle No. 10 (Section 130) speaks to the responsibilities of
supported agency representatives at the post, as foll ows:



"The chief representative of each serviced agency shoul d recogni ze a
mutual interest in the efficient and econoni c nmanagenent of the
admi ni strative support operation to the extent that facilities are made
available to the agency. To this end, the representative should enter into
an agreement with the adninistrative officer to nake certain that the range
of avail able services the agency requires are in fact provided or nmade
avai l abl e for use, and that the proportionate share of the total cost
attributed to the agency is equitable."

Recogni zi ng that agency representatives, who are al so programdirectors,
may not have the tine or expertise to nake specifically critical decisions
on the details of FAAS funding estinates, their role in the overall FAAS
process is still an inportant one. To achieve the common U.S. Cover nnent
obj ective of providing an efficient and econonic support vehicle for
numerous and varied prograns within a country, active participation and
cooperation between the managers and clients is required at the various
| evel s which the FAAS systemprovides, i.e., in the post review process, in
t he infer—agency revi ew of FAAS costs in Washington, and by the FAAS
Counci I .

The agency representative at the post is just that - the on-site person
who represents an agency back in Washington. At a ninimum the
representative should be faniliar with the rules of the gane, i.e., howthe
agency's share of FAAS costs is determ ned; should be assured that the
wor kl oad count attributed to the agency is accurately maintai ned; should be
aware of the services for which the agency is paying and the delivery or
non-del i very of the services; should be aware of |ocal conditions which
i mpact on the direction of FAAS costs and the najor el ements of FAAS costs.
Finally, the agency shoul d know that the admnistrative officer is
avai | abl e to provide assurances and answer questions. The admnistrative
officer has the responsibility to give the agency representative a
reasonable time to review FAAS estimates, and frank and open answers to all
guesti ons.

The agency representative's concurrence on FAAS submi ssions is an
indication to the parent agency in Washington of his or her support, if not
in full and conplete detail, of the overall funding request which has been
subnmitted, and the portion of that request which will be attributed to the
agency.

When irreconcil abl e differences arise and a servi ced agency
representative refuses to concur in a FAAS subm ssion, that representative
nust prepare a witten statement of reasons for non-concurrence and the
Admnistrative Oficer must respond in witing to that statenent.

The Adm nistrative Cficer is required to submt the serviced agency's
statenment of non-concurrence and response to it to Washington as
attachnents to the regular FAAS submssion. Simlarly, the serviced agency
representative at post nmust sent both statements directly to the agency's
representative on the FAAS Wrking Goup (FWG in Washington

When t hese documents are received in Washi ngton, the FW5 becones
responsi ble for settlement of the dispute. After consulting with their
concerned Regional Bureau and appropriate specialists, the Departnent of
State and the disputing agency's representative will negotiate a resol ution
to the problem |f appropriate, other agency representatives on the FW5
will be consulted.

In accordance with the negotiated resolution, the Departnment of State
will reconpute or revise CORE/ DAS schedul es, m d-year funding plans, and/or
ot her FAAS docunents as necessary. The concerned FW5 agency representative
is rFsponsibIe for notifying the agency's Post representative of the
settl enment.



In many instances problens are reveal ed and i mredi ately settled by
negoti ation during the FW5 revi ew of post FAAS subm ssions and Bureau
budget requests. The FW5 Executive Secretary is required to notify each
pogt. of actions taken by the Wrking Goup which affect the post's FAAS
subni ssi on.



FAAS M D- YEAR FI NANCI AL PLAN

(El ectronic version of this formis not available at this tine)



FAAS S&E OFFSET SCHEDULE

(El ectronic version of this formis not available at this tine)
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WASHI NGTON REVI EW OF POST ESTI MATES AND DETERM NATI ON OF POST- FUNDI NG
LEVELS

I nt roducti on

When the post FAAS estimates are received in Washington, they are first
distributed sinultaneously to the regional bureau, FBO and each of the
supported agencies which are listed on the cover page of the transmtting
airgram The estimates are reviewed as submtted.

To consolidate the post estimates fromaround the world, for both
bureau-allotted and FBO-allotted funds, into the actual rei nbursenent
agreenents which will fund the FAAS operation, the post estimates will go
t hrough the processes described in the foll owing sections.

Form FAAS-8A - Summary of Initial Post Planning Estinate

The purpose of the FAAS-8A (Exhibit 520.1) is to: indicate to the FAAS
Wor ki ng C}ouP the results of the Bureau review of the post estinates, in
preparation for the inter-agency review sessions; to record the results of
the revi ew sessions; and to show t he approved annual planning | evel anounts
for each country as agreed upon by the group

The calculation starts fromthe sane base that the post used to begin
the post's going rate cal cul ati on, which is shown on the FAAS 8A as the
Prior Year Allotnment, and which represents the post's estimate of
requi renents through the end of the fiscal year.

The post's figures for the categories of non-recurring, annualization,
mandat ory increases, and the initial discretionary increase-decrease
estimate is entered on the FAAS-8A to indicate the new (Ging Rate estimate.

Bureau adjustments are shown in the next portion, either as adjustments
to specific line items in the post estimates, which may require correction
or updating, or in keeping with standard council policy for the treatnent
of projected (i.e., not yet approved or inplenented) wage scal e i ncreases
and price increases. These adjustnents, rmade early in the fiscal year,
will be brought into line with actual experience when the Md-Year Review
Estimates, described in Section 510, are acted upon. As appropriate, a
further adjustnent is nade update the effect of exchange rate changes
between the time the post prepared its estimate and the begi nning of the
new fiscal year.

The sum of the foregoing adjustnents is the amount that is presented to
t he FAAS Wrking Group as the bureau' s recommended funding | evel for each
country. At the time of the Md-Year Review, the anmount of Proceeds of
Sal es, (reported by each post as shown in Section 4112 which is planned for
allotnent to each post, wll be shown at the bottom of the Form FAAS-8A as
a deduction fromthe post's Gther (bjects (and Total) requirenents. Thus,
t he angunt to be distributed by the percentages of FAAS-8 will be net of
Pr oceeds.

Any further adjustrments which nay come out of the group's review are
t hen recorded on t he FAAS-8A

Form FAAS-8B - Net Anerican Salary Cal cul ation

The purpose of the FAAS-8B (Exhibit 530.1) is to convert the annua
rates of Anerican FAAS positions into an estinmate of net annual costs,
t hrough the process indicated below |In contrast with FSN enpl oyees who
serve only in the country where they are enpl oyed, American enpl oyees serve
on a worl d-w de basis and will nmove fromcountry to country in accordance
with the terns of their individual assignnents throughout their careers.



In the process of noving fromassignments an Amreri can enpl oyee may occupy a
FAAS position, an overseas programposition, or a donestic (Washington)
position. To account for these various categories of assignnent, the
Department naintains separate salary allotnents for FAAS, program and
domesti c American cost.

The cal cul ati on of FAAS costs is devel oped annual ly fromthe cost
experience of the FAAS allotnent, and the factors indicated bel ow are
appl i ed worl d-w de novermrent of individuals within the FAAS system

The FAAS-8B is prepared as foll ows:

1. By regional bureau, the calculation is nmade for each country which
has Amreri can positions.

2. The nunber of American ﬁositions are those authorized to each post,
including CORE and DAS. The total for each region agrees with the
aut hori zed bureau total.

3. The Base Pay Annual Rate is the total of annual rates fromthe
FAAS- 4.

4. The Hardship Post Differential Annual Rate is the total for such
posts, where HPD is authorized, fromthe FAAS 4.

5. The lapse is the difference between the annual rate amount and the
amount actually paid. For conputing FAAS Anerican salary costs, the
lapse is figured as the difference between total authorized positions
and actual enpl oynent (using average authorizations and enpl oynent in
each case over the twelve-nonth period). The Lapse on Base Pay is
cal cul ated separately by region. (In the attached Exhibit, the |apse
rate is -0.4%)

6. The Lapse on Hardship Post Differentials is calculated at a uniform
-15% of the HPD annual rate, in the absence of detail ed data which night
indicate a different rate. (HPD is not paid when periods of absence
fron1t?e post exceed 42 days, e.g., in the case of extended R&R or hone
| eave.

7. The Wthin Gade Increnent is calculated at the anount included in
the Department's appropriation request each year. This increnent is
mul tiplied by the nunber of authorized positions.

8. Personnel Benefits include the enployer's contributions for FEGQIA,
FEHBA, FICA, and foreign service retirenent, and is conputed annual ly as
a percentage of the base pay annual rate. (In the Exhibit it is 9.3%)

9. The Termnal Leave is an increnent added to cover separation costs
within the total conplenment. It is conputed on a country basis as a
percentage of the base pay annual rate. (In the Exhibit it is 0.8%)

10. Pay Increase costs are added to cover statutor¥ general pay rai ses,
since these usually take effect at the beginning of the fiscal year
followi ng the preparation of the FAAS-4. This is nornally conputed at

t he publ i shed average percentage rate of increase for all governnent

enpl oyees. (The Exhibit includes both the general pay raise of 9.4% and
the one-time conversion of Foreign Service salaries to the new sal ary
scal es, which resulted in an additional increase of 9.3% for a total
increase of 18.7% . Pay Increase costs are conputed on the sum of

Col ums three through nine.

11. If the actual workyear exceeds the normal workyear of 260 days, an
increment is added for the additional days, at the average cost per day
times the nunber of additional days, based on the sumof colums three
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t hrough ten.

12. Total Net American Salaries is the sumof all foregoing col ums.
This amount is carried forward to the FAAS-8 (see below) and distributed
to all participating agencies by the CORE and DAS percentages for
Anericans fromthe FAAS-4A, and the FAAS-5 percent ages

Form FAAS-8 - Post Summary Distribution of FAAS

The FAAS-8 (See Exhibit 540.1) is the culmnation of all the efforts of
the posts, the regional bureaus, and the review ng agencies, in the process
of establishinﬂ the FAAS cost for each country, the funding | evel for each
enbassy, and the shares for each participant. Through the magic of a
central computer and its acconpanyi ng hi gh-speed printer, once the basic
data which 1s subject to change each year is input, the report is
calculated and printed in the twinkling of the proverbial eye. Consider
the time that once was devoted, in each regional bureau, to the nechani cal
preparation of the FAAS-8 al one, the thousands of cal cul ations, the typing,
and reproduction. Now, the FAAS-8 is turned out quickly and accurately by
conputer for each of the sonme 140 countries shomjn? t he summary
distribution of bureau funds, and an equal nunber for FBO funds, and, in
addition, will consolidate for each individual participating organization a
worl d-wi de listing of FAAS costs in each country.

The FAAS-8 is prepared as foll ows:

1. Total American and FSN positions are input fromthe post FAAS 4,
adj usted or corrected ins the bureau review process to agree with
current authorized position totals.

2. Anerican Salary Costs are input fromthe FAAS-8B Net Anerican Sal ary
Cal cul ati on schedul e.

3. Anounts for the operating expense categories which nake up the Post
Total are input fromthe FAAS 8A Summary: |Initial Post Planning
Estimate, as foll ows:

a. Post Personal Services Expenses - Anericans.
b. Post Personal Service Expenses - FSN s.

c. Post Qther (bjects Expenses.

d. Post Special Itens and Offsets.

4. The CORE and DAS percentages are input basically fromthe post
FAAS-4A, and the post FAAS-6, and nore conveniently fromthe Agency
Distribution Schedule of the Going Rate Estimate, Section 404, Paragraph
.

5. The DAS agency listing and participation percentages are input from
t he post FAAS-5 and FAAS-6, al so shown nore conveniently on the Agency
D stribution Schedul e.

6. Anounts in the colums titles Special (Anerican) Salary Itens, and
Post Special Itens (and Offsets) nust be input specifically against the
i ndi vi dual agenci es to which each armount applies, since such costs are
not susceptible to distribution by the basic percentages. Nornmally,
special itemand offset costs are taken directly fromthe post's Agency
D stribution Schedule of the Ging Rate Estimate, but it is often
necessary to use these colums to nmake corrections for such things as
DAS Special or Direct position charges which have been overl ooked in the
preparation of the post schedul es.
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7. The percentage in the colum FAAS 5% AMER (which reads, the FAAS-5
Percentage for Anmerican costs), is applied to the colums for Anerican
Sal ary Costs, and Post Personal Services Expenses - Americans.

8. The percentages in the colum FAAS 5% (FAAS-5 Percentage for FSN
Expenses), is applied to the colum for Post Personal Services for FSN
costs.

9. The percentages in the colum FAAS 6% (FAAS-6 Percentages) is applied
to the colum for Post ther (bjects.

10. At the point where the cost data is being input for preparation of
the FAAS-8, the DAS Position Control Report nust be reviewed and the
costs of DAS Special and DAS Direct positions be transferred to the
Special Item colum of the FAAS-8, and allocated to the agencies
responsi ble for the direct charges. (The costs of JAO positions, of

course, will be distributed by the percentages).

The FAAS-8 is prepared initially for the participants in the
inter-agency review sessions, i.e., for the FAAS Wrking Goup, for
regi onal bureau budget officers, and for pertinent central budget office
personnel. Following the inter-agency review, necessary adjustments are

made and the revised summaries are distributed to all participating
agencies as the initial estimate of FAAS costs for the fiscal year.

As necessary during the fiscal year, and particularly follow ng the
M d-Year Review, a simlar summary report, called the FAAS-9 Sunmary of
I ncreases and Decreases is prepared. The FAAS-9 deals with the plus or
m nus changes to the original Going Rate totals which determne the
final approval funding levels for the fiscal year.

I nter-Agency Revi ew Sessions

The inter-agency review sessions (IRS) is the second | evel of
cooperative oversight available to the participating agencies in the
overal |l FAAS system The first level is the requirenment for agency
concurrence at the posts, and the third represented by the role of the ful
Council. These round-tabl e conferences are sinilar to hearings, at which
an agency presents its budgetary case before OMB exam ners or a
Congressional conmttee, but the term sessions has been deliberately chosen
to avoid the connotation of the adversarial relationship which is often
present in a hearing. This is not to say that the sessions are
consistently notable for an aura of peace and harnony but they do serve the
wort hwhi | e purpose of bringing to bear on total FAAS funding requirenents
t he varying viewpoi nts of the participating agenci es.

By whatever name, the IRS is an opportunity for the FAAS Wrking G oup
representatives to review FAAS costs fromthe standpoint of the inpact of
the cumul ative total of their respective shares on a worl d-w de basi s.
Agency representatives have an unlimted opportunity to rai se questions on
the post estinates, to exam ne proposed funding levels on an itembasis, to
verify projected dates of anticipated increases, to be advised of progress
on continuing prograns, to correct nechanical errors, to request additiona
information fromthe posts where the justification is unclear or weak. In
short, the agencies can present their concerns in the review sessions, and
t he Department considers these concerns, presents its responses, and
endeavors to reach a consensus with which the agenci es can concur and the
Department can exercise its responsibility for the provision of service.

The M d-Year Review session usually takes place in the third quarter of
the fiscal year. Both the agency representatives and departnenta
personnel are working with the same basic docunents, the FAAS-8' s and
supporting FAAS-8A' s and FAAS-8B s, the post CORE/ DAS Schedul es, and the
post FAAS esti mates.
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(El ectronic version of this formis not available at this tine)



Department of State

Qut goi ng Tel egram

UNCLAS STATE 098458

Al DAC DAKAR FCR RDO AND OWS COORD KARACH FOR AAG 11S
E.O 11652: NA

TAGS:

SUBJECT: FY 1979 FAAS SUBM SSI ON

GQUATEMALA FCR USAI D, ROCAP NAI RCSI FOR USAI D, REDSQO EA

REF: (A) STATE Al RGRAM A- 1451 DATED 4/ 10/ 78, | NSTRUCTI ONS FOR PREPARI NG FY
1979 FAAS ESTI MATES; (B) STATE 052077; (C) APPENDIX 6, 4 FAM (D) APPEND X
11A, HB 19

1. INVIEWCF THE LI M TED CPERATI NG EXPENSE FUNDS AVAI LABLE | T IS | NCUVBENT
UPON EACH AID UNIT TO EXAM NE THE COST EFFECTI VENESS OF FAAS SUPPCRT

RECEI VED AND TO ENSURE THAT FAAS COSTS ARE EQUI TABLY DI STR BUTED AMONG
SERVI CED AGENCI ES. THEREFCRE, AS PART OF OUR OVERALL EFFCRTS TO | MPROVE
THE AGENCY' S MANAGEMENT COF COPERATI NG EXPENSES, OF WH CH FAAS | S A PART, WE
ARE PROVI DI NG SOVE GQJ DELI NES TO BE USED BY AID UNNTS | N REVMI EWNG THEI R FY
1979 FAAS CHARCES.

2. THE PURPCBE CF FAAS IS TO DI STRI BUTE COVMON TYPE ADM N STRATI VE SUPPCRT
AMONG THE VAR QUS AGENCI ES AT A POST IN AN EQUI TABLE MANNER  AS | NDI CATED
I N PARAGRAPH 2 CF THE REF (A), THE APPLI CATI ON OF STANDARD WIRKLQAD
FACTORS, VWH CH WERE DEVELOPED TO COVER A WORLDW DE S| TUATI ON, CAN SOVETI MES
RESULT I N SI GNI FI CANT DI STORTI ONS | N GOST SHARI NG AMONG AGENCIES. FOR THI S
REASON REF (A) AUTHORI ZES POSTS WHERE SUCH | NEQUI TI ES WOULD OCOUR TO
DEVELCP ALTERNATI VE COST SHARI NG TECHNI QUES TO DI STRI BUTE ANY CCSTS | N

VWH CH USE OF THE STANDARD FACTOR WOULD RESULT IN DI STORTIONS. YQU SHOULD
CAREFULLY EVALUATE ALL FACTCORS USED TO ENSURE EQUI TABLE DI STRI BUTI ON CF
COSTS. | N THOBE | NSTANCES WHERE YQU PRCPCSE ALTERNATI VES TO THE STANDARD
FACTORS TO ACH EVE MORE EQUI TABLE DI STRI BUTI ON,  YOUR PCSI TI ON SHOULD BE

DI SQUSSED AND RESOLVED W TH THE EMBASSY AND OTHER SERVI CED AGENCI ES.  THE
@QJ DELI NES CONTAI NED HEREI'N, USED | N CONJUNCTI ON W TH REFERENCES WLL,
HOPEFULLY, MAKE | T EASI ER FOR Al D POSTS TO DETERM NE THE EQU TABI LI TY OF
CO5T SHARI NG AND THUS TO DETERM NE THE NEED FOR SPECI AL OOST SHARI NG
ARRANGEMENTS.  THESE QU DELI NES FOLLOW THE CRDER OF FORVB DESCRI BED | N REF

(A).

3. FAAS-1 BASI C AGREEMENT. FEACH AID PCST IS EXPECTED TO REVI EW I TS FAAS-1,
VWH CH | S THE BASI C AGREEMENT BETWEEN THE EMBASSY AND THE AAID M SSIQN, TO
ENSURE THAT THOSE SERVI CES S| GNED FOR ARE NEEDED, AND, FURTHER, THAT
CHARGES ARE NOT MADE FOR SERVI CES NOT' RECEI VED. VWH LE THE FAAS-1 IS NOT
REQUI RED TO BE SUBM TTED AS PART OF THE FY 79 FAAS SUBM SSI ON BY THE PCSTS,
ALL AID UN TS SHOULD FCRWARD CCPI ES OF THE CURRENT FAAS-1 TO Al D W FCR
OFM SPD AND SER/ MO,

4. FAAS- 2 WORKLOAD FACTOR DI STRI BUTI ON.

(A THE DATA REPORTED ON THHS FORM IS THE BASI S FCR DETERM NNG AID S
SHARE OF FAAS OOSTS. REVIEWTH S DATA CAREFULLY. AN EXPLANATI ON OF THE
VAR QUS WORKLOAD AREAS, | NCLUDI NG THE COUNT PERI GD TO BE USED FCR DATA
COLLECTION, 1S CONTAI NED I'N SECTI ON 140, APPENDI X B, 4 FAM AND I N APPENDI X
11-A HB 19.



(B) IN REVI EWNG THE FAAS-2, Al D POCSTS ARE TO PAY PARTI CULAR ATTENTI ON TO
LINES 1 THROUGH 8. AS I NDI CATED IN REF (B), WH CH WAS CONCURRED I N BY THE
DEPARTMENT, Al D PCSTS ARE TO USE THE AUTHCRI ZED FY 79 ON-BOARD FI GURES ( US
FTEPP AND FN FTEPP) | SSUED BY Al WEARLIER TH S YEAR AS THE NUVMBER CF
AUTHCRI ZED AMERI CAN AND LOCAL PERVANENT POSI TIONS. THE NUMBERS ARE TO BE
REDUCED, HOMNEVER, BY THE NUMBER CF AUTHCORI ZED Al D PCSI TI ONS | DENTI FI ED AS
JAO PCSI TIONS. ONLY THE NET POSI TIONS ARE TO BE SHOM ON LINES 1 AND 2 CF
THE FAAS-2. LINES 3 AND 4 ( CONTRACT AMERI CANS AND LOCALS) ARE TO | NCLUDE
ALL CONTRACT EMPLOYEES AT POST ON MARCH 31, 1978. HOMEVER, TH S IS NOT
NECESSARI LY THE NUMBER WHO RECEI VE FAAS SUPPCRT, AS SOVE US AND LOCAL
PERVANENT ANDY CR CONTRACT PERSCONNEL MAY NOT BE AUTHCR ZED TO RECEI VE
SUPPORT THROUGH FAAS. THI S IS MORE LI KELY TO EFFECT CONTRACT PERSONNEL
THAN PERVANENT PERSONNEL. YOU SHOULD ENSURE THAT FI GURES SHOAN ON LI NES 6,
7, AND 8 REFLECT ONLY THOSE PERSONNEL AUTHCOR ZED TO RECEI VE FAAS SUPPCORT
UNDER SUB-FUNCTIONS 1.1, 1.2, AND 1.3 RESPECTI VELY. ( SEE SECTION 215.2, 4
FAM OR A-7, APPENDI X 11A, HB 19).

I N CONNECTI ON WTH THE ABOVE, REF (C) STATES THAT WHEN AN AGENCY
RECEI VES ONLY ONE SERVI CE | NCLUDED UNDER EACH OF THESE SUB- FUNCTI ONS AND
THE APPLI CATI ON OF THE WORKLOAD FACTOR WOULD PRODUCE GROSS | NEQUI TI ES, THE
ADM NI STRATI VE OFFI CER MAY MAKE NECESSARY ADJUSTMENTS ... TO ACH EVE A MORE
EQUI TABLE DI STRIBUTI ON OF WORKLOAD. THUS IF AN AID EMPLOYEE, U S. OR
LOCAL, PERVANENT CR CONTRACT, RECEIVES LI TTLE OR NO SUPPCRT THROUGH FAAS
FOR SUBFUNCTIONS 1.1, 1.2, OR 1.3, YQU SHOULD EXAM NE PCSS| BLE ALTERNATI VES
IN ARRIVING AT THE COUNT FOR LINES 6-8 ON THE FAAS-2. TH S COULD BE
SOMETH NG AS SI MPLE AS COUNTI NG SUCH POSI TIONS AS ONLY 1/2 OR 1/4 CF A
POSITION THE CBIECTIVE | S TO GBTAIN AN EQU TABLE DI STR BUTI ON OF FAAS
COSTS BASED ON THE LEVEL OF SERVI CE RECEl VED BY EACH PARTI G PATI NG AGENCY.

(D VWH LE WE HAVE DI SCUSSED ONLY FACTCRS A, B, AND C, ALL DATA ON THE
FAAS-2 SHOULD BE EXAM NED, USI NG THE SAME CENERAL APPROACH AS ABOVE. DATA
FOR FY 79 SHOULD ALSO BE COMPARED WTH THAT FCR FY 78. M SSI ONS SHOULD
SATI SFY THEMSELVES THAT ANY SUBSTANTI VE CHANGES | N COUNTS FOR ANY FACTCRS
ARE JUSTI FI ED.

5. FAAS-3 LI ST OF DUTIES PERFORMVED. TH S FORM IS SELF EXPLANATCRY, AND THE
REVI EW SHOULD BE TO ENSURE GU DANCE IN REF (A) 1S FOLLONED.

6. FAAS-4 CORE/ DAS POSI TIONS. THE FAAS-4 QONSI STS OF THE FORVS DS- 1736 AND
DS- 1736A.

A DS 1736. TH S FORM LI STS THE INDIVI DUAL U. S. AND LOCAL CORE/ DAS

PCOSI TI ONS AND SHOAS ALLOCATI ON OF DAS POSI TION TI ME TO VAR QUS CATEGORI ES
O WORK.  THE DEPARTMENT WLL SEND EACH PCST A LI STING OF AUTHORI ZED DAS
POSITIONS. TH S LI STING MUST BE USED, AND PCSI TI ONS NOT | NCLUDED | N THE
LI STING ARE NOI TO BE SHOAN ON THE 1736 AS DAS. VH LE AGENG ES AT PCST
CANNOT ALTER THE CCRE/ DAS PCSI TI ONS CURRENTLY AUTHORI ZED, THEY CAN AND
SHOULD EXAM NE THESE POSI TIONS | N TERVS OF BOTH QUANTI TY AND CLASSI FI CATI ON
AS TO CCRE CR DAS. | F YQU FEEL THAT CERTAIN PCSI TI ONS CLASS| FI ED AS CORE
DAS SHOULD BE DAS CORE OR THAT THERE ARE EXCESSI VE CR | NSUFFI G ENT

PCSI TI ONS UNDER CORE ANDY OR DAS, ADVI SE AlD) WA VI NG YOUR REASONS FOR ANY
PROPOCSED CHANGES.  WE CAN THEN DI SQUSS THE MATTER WTH ALL OTHER AGENCI ES
TO CBTAI N ADJUSTMENT, | F WARRANTED.

B. REF (A) PROVI DES SPEC FI C | NSTRUCTI ONS FOR HANDLI NG DAS DI RECT SERVI CE
AND DAS SPEQ AL PCSI TIONS.  ENSURE THAT SUCH PCSI TI ONS ARE SHOM AS
PROVI DED | N THE | NSTRUCTI ONS.

C MosT, THOUGH NOT ALL, OF AID S PRCBLEMS WTH PAST FAAS SUBM SSI ONS, HAS
| N\VOLVED TREATMENT CF DAS DRIVERS. TH S HAS ALSO BEEN A PRCBLEM AREA FCOR
OTHER AGENCI ES. NMANY OF THESE PROBLEMS WLL BE RESOLVED THROUGH CAREFUL
USE OF THE NEW PROCEDURES WH CH HAVE BEEN DEVELOPED ( SEE REF (A), DS-1736
PARA 9(F)). PLEASE NOTE, HOAEVER, THAT THERE ARE A FEWAI D M SSI ONS WH CH
SHOULD ARRANGE FCR DEVELCPMENT COF SPECI AL COST SHARI NG ARRANCEMENTS | NSTEAD



OF USI NG THE PROCEDURES IN REF (A). FOR EXAMPLE, SOME LARGE AID M SSI ONS
VWH CH HAVE THEI R OAN MOTCR POCL, MAI NTENANCE UNI TS ( RESI DENCE AND OFFI CE)
ETC. AND VH CH RECEl VE ONLY M NI MAL FAAS SUPPCRT, SUCH AS PCUCH, MEDI CAL,
AND COMMUNI CATI ONS, SHOULD CONTRI BUTE LI TTLE, |F ANY, TO MOTOR POOL COSTS.
USI NG FACTOR C FCR | NDI RECT SUPPORT | N THESE CASES COULD RESULT IN AID
FUNDI NG A DI SPRCPCRTI ONATE SHARE CF THESE COSTS. | N SOVE SUCH CASES Al D
SHOULD PGSSI BLY RECEI VE NO CHARGE. | N OTHERS A CHARGE WOULD BE PRCPER, BUT
OMLY FOR AID S SHARE OF THAT PORTI ON CF | NDIl RECT SUPPORT RELATED TO PI CKI NG
UP AND SENDI NG QUT PQUCHES, NOT FOR NMAI NTENANCE TRI PS, ETC.

D. DS-1736A. SEE REF (A). AIDS REVMIEWCOF THS FORMWLL BE LI M TED
PRINVARI LY TO ENSUR NG DATA | S PROPERLY TRANSFERRED FROM OTHER SCHEDULES AND
THAT COVPUTATI ONS ARE CORRECT.

7. FAAS-5 DAS PERSONAL SERVI CES DI STRIBUTION. TH S FORM IS USED TO

DI STRI BUTE DAS PERSONAL SERVI CES COSTS BASED ON FACTORS AND PERCENTAGES
DEVELCPED ON THE FAAS-2 AND FAAS-4. | F ALTERNATI VE COST SHAR NG PROCEDURES
WERE DEVELCPED AS Dl SCUSSED EARLI ER YOU SHOULD ENSURE THAT THEY, AND NOT
STANDARD FACTCRS, ARE USED I N DI STR BUTI NG CO6TS ON THE FAAS-5. COSTS
SI-OL[S) C]\I(_:E BEI\KS-I!_OAN FOR THOSE SERVI CES Al D HAS REQUESTED ON THE FAAS-1 AND
ADIS RECE VI

8. FAAS-6 FAAS - OTHER OBJECT DI STRI BUTI ON. SEE PARAGRAPH 7 ABOVE.

9. GO NG RATE. CGENERAL. THE PRI NMARY PRCBLEMS VEE HAVE NOTED I N PRI CR YEAR
G0 NG RATE SUBM SSI ONS HAVE BEEN DUE TO (A) FAI LURE CF PCSTS TO DEDUCT ALL
NON- RECURRI NG | TEMS; (B) POSTS SHON NG | NELI G BLE | TEMS AS MANDATCRY

| NCREASES; (O FAI LURE TO STATE SPECI AL I TEM5, E. G, TERRCR SM COSTS AS
STATE BASI C, AND (D) FAI LURE TO SHOWN CFF- SETS DUE SERVI CED AGENC! ES.

A CURRENT CPERATI NG ALLOMNCE. SEE 4 FAM CR APPENDI X 11A, HB 19.

B. DEDUCT NON-RECURRING THE GO NG RATE TAKES AS | TS STARTI NG PO NT THE
CURRENT YEAR S FAAS CPERATING ALLOMNCE. TH S | S THEN ADJUSTED FCR

| NCREASES AND DECREASES | N OPERATI NG OOSTS TO ARRI VE AT THE CPERATI NG
ALLOMNCE REQU RED FOR THE NEWYEAR OBVIQUSLY, |F COSTS OF A

NON- RECURRI NG NATURE VWH CH VEERE FUNDED | N THE CURRENT YEAR ARE NOT TAKEN
QUT OF THE BASE, THE FAAS REQU REMENTS FCR THE NEW YEAR W LL BE OVERSTATED.
AND YQU CAN | DENTI FY SUCH NON- RECURRI NG | TEMS ONLY BY REVI EW NG THE CURRENT
YEAR S GO NG RATE AND | NCREASE/ DECREASE STATEMENTS. PACE 74-75, APPEND X
11-A, HB 19 PROVI DES AN EXPLANATI ON OF WHAT | TEM5 ARE TO BE CONS| DERED
NON- RECURRI NG AND PROVI DES NUMEROUS EXAMPLES OF SUCH NON- RECURRI NG COSTS.
THCOROUGH REVI EWCOF THI'S SECTI ON |'S ESSENTI AL.

C. ADD ANNUALI ZATION  SEE 4 FAM CR APPENDI X 11-A, HB 19.

D. ADD MANDATCRY | NCREASES. TH S SECTION, AS THE TI TLE STATES, |S FOR
MANDATCRY | TEMS ONLY. | F AN I NCREASE IS JUST A PCSSIBI LI TY FOR WH CH THERE
'S NO SUPPCRTABLE SUBSTANTI VE BASI S AS TO TI ME CR AMOUNT, | T SHOULD NOT GO
IN THE GO NG RATE. INSTEAD I T SHOUD BE SHOM | N AN | NCREASE/ DECREASE
STATEMENT. | N ADDI TI ON TO SHON NG SUCH CONTI NGENCY | TEM5 AS NMANDATCRY

| NCREASES, SQOVE PCSTS HAVE | NCLUDED NON- FAAS RELATED COSTS IN TH S SECTI QN
AS VEELL AS I N | NCREASE/ DECREASE STATEMENTS.

AS A GENERAL RULE, HOUSI NG COBTS, RESI DENTI AL AND CFFI CE FURN TURE AND
EQUI PMENT, ETC. SHOULD NOT APPEAR I N El THER THE GO NG RATE CR

| NCREASE/ DECREASE STATEMENTS UNLESS THEY ARE FOR FAAS PERSONNEL. SHOULD
SUCH COSTS APPEAR FOR NON- FAAS PERSCONNEL, YQU SHOULD REQUEST THAT THEY BE
REMOVED FROM THE FAAS ALLOTMENT.

E. STATEMENT OF AGENCY PRESENCE. SEE REF (A).
F. AGENCY DI STRIBUTION  SEE REF (A).



10. OFFSETS. PER REF (A) OFFSETS FOR COWON SERVI CES PROVI DED BY AN
ACENCY SHOULD BE DI STRI BUTED BY AN APPROPRI ATE WORKLOAD FACTOR TO ALL
AGENCI ES WH CH BENEFI T. THERE ARE SOVE PGSTS AT WH CH Al D PROVI DES

SERVI CES SUCH AS VEH CLE NMAI NTENANCE, GSO OFFI CE FACQ LI TI ES, WAREHOUSI NG
FACI LI TIES, ANDI CR ASSI GNVENT CF Al D PERSONNEL | NFORVALLY TO ASSI ST WTH
ADM NI STRATI VE FUNCTI ONS, ETC. FOR USE BY SOME CR ALL OTHER AGENC ES AT THE
POST, SUCH SERVI CES BEI NG FUNDED FROM THE Al D ALLOTMENT. | N THE PAST VE
HAVE NOT' ALWAYS REQUESTED A PROPER OFFSET FOR SUCH | TEMS. FCR FY 79 YQU
SHOULD TAKE NECESSARY ACTI ONS TO ENSURE THAT SUCH COSTS ARE PRCOPERLY

DI STRIBUTED AMONG ALL AGENCI ES, | NCLUDI NG Al D, WH CH UTI LI ZE THE SERVI CE.
THE AMOUNT CHARGEABLE TO OTHER AGENCI ES WOULD THEN BE SHOMWN AS AN CFFSET TO
AD. (SEE 4 FAM OR PAGE A-82-83, APPENDI X 11-A, HB 19.) PLEASE NOTE THAT
SUCH | TEM5 ARE TO BE HANDLED AS CFFSETS O\LY, NOT' AS REI MBURSEMENTS TO THE
Al D PCSTS BY SERVI CED AGENCI ES.

11. YQU ARE ALSO REM NDED THAT EMBASSY COFFI G ALS SHOULD BE NOTI FI ED 6
MONTHS | N ADVANCE CF ANY SUBSTANTI VE CHANGES |IN THE LEVEL CF SUPPCRT
PLANNED, DUE TO El THER CHANGES | N THE BASI C AGREEMENT CR

| NCREASES/ DECREASES I N Al D STAFFI NG LEVELS. TH S FORVAL NOTI FI CATICN | S
REQUI RED EVEN THOUGH EMBASSY PERSONNEL NAY BE | NFORVALLY AWARE CF SUCH

12. SHOULD YOU NEED FURTHER GUI DANCE, CR NEED ASSI STANCE | N RESCLVI NG
PRCBLEMS AT POST, ADVI SE AlDY W( OFM SPD AND SER/ MO OV) AND VWE W LL RESCLVE
SUCH QUESTI ONS/ PROBLEMS W TH THE DEPARTMENT.

13. ATTACH A COPY OF TH'S CABLE AND REF (A) TO HB 19 AS APPENDI X 11-B.
CHRI STOPHER

NOTE BY OC/ T: POUCHED AMEMBASSY BEl RUT



Al RGRAM

Handl i ng: PRICRITY
Cl assification: UNCLASSI FI ED

TO ALL AMERI CAN DI PLOVATI C PCSTS, HONG KONG PARI'S RFDPC, BANGKCK FADPC,
| CA ESTABLI SHVENTS, ALL Al D M SSI ONS

FROM DEPARTMENT OF STATE

E.O 11652: NA

TAGS: ABUD

SUBJECT: Instructions for Preparing FY 1979 FAAS Esti nates
REF: Appendi x B, 4 Fam

1. Purpose. To provide instructions for preparing the FY 1979 FAAS
Esti nat es.

2. ojective of FAAS. The FAAS program provides an equitable nethod to
share the cost of operating comon type adm nistrative support to other
agencies at the post. The cost of sharing techni ques of FAAS have been
approved by the Inter-Agency Council on Adm nistrative support. The
detail ed FAAS instructions, contained in the enclosure, were devel oped and
witten to cover a worldw de situation. Some posts may find that
application of standard workload factors would result 1 n significant
distortion in cost sharing. Wen this situation arises the post should
devel op an alternative cost sharing technique. Al agencies at the post
shoul d concur in any changes to the cost sharing techniques. Furthernore,
ang most inportant, any changes should be fully explained in the FAAS

subni ssi on

3. Explanation of Changes. Only mnor changes have been made for FY79.
The nost significant of these are:

Not i ng position nunber of the FAAS-4.

a
b. Identification of JAO detail ed positions.

o

Special treatment for DAS drivers.

d. Change in nethod for calculating cost of DAS Direct Service and DAS
Speci al positions.

e. Change in nethod of preparing the Agency D stribution Schedule in the
Goi ng Rate.

4, State Narcotics Program The State Narcotics programwill be treated,
for FAAS purposes, as a serviced agency. It is not to be included in State
programor State

5. FAAS Esti nat es.

a. The FAAS Estinmates consist of three separate parts as foll ows:
CCORE/ DAS Schedul es; Going Rate Estinmate; and Initial |ncrease-Decrease
Request. Each part will be submitted to the Departnent separately by
Uncl assified Airgram Subject: FY 1979 FAAS Estinate - CORE/ DAS Schedul es;
FY 1979 FAAS Estimate - going Rate Estimate; and FY 1979 FAAS Estimate -
I ncrease/ Decrease Request. The initial Increase/Decrease Request will be



mar ked nunber 1.

b. The first page of each subm ssion will include the caption:
Distribute to: and a list of the full titles of the participating
agencies. Initials should not be used. This is required in order to

ensure the proper distribution of copies to parent agencies.

6. Deadlines. The CORE/ DAS Schedul es are due in the Department by May 30,
1978; the Going Rate Estimate and the Initial |ncrease-Decrease Request by
June 15, 1978.

7. CORE/DAS Schedules. There are two categories of FAAS submi ssions. The
proper subm ssion for each post will depend upon whether or not the post
has any DAS positions. These categories and applicable schedul es are as
fol | ows:

a. Category One. Post with DAS positions, either Arerican or Locals, on
March 31, 1978, will prepare the followi ng FAAS Schedul es:

(1) FAAS-2. Wrkload Factor Distribution (DS-1756).

(2) FAAS-3. List of Duties Perforned. These forns are prepared
only for personnel occupying DAS positions, the date are then
shown on the FAAS-4 (DS-1736) and the fornms thensel ves are
retained at post. Estimates will be devel oped for vacant
posi tions.

(3) FAAS-4. This consists of two separate forns. The
Adm nistrative Staffing - CORE/ DAS Positions, Form DS- 1736
(Rev. 3-77) and Admnistrative Staffing - CORE/ DAS
Conput ati ons, Form DS-1736A (Rev 3-77).

(4) FAAS-5. Personal Services Dstribution - DAS Only.
(5) FAAS-6. Qher hject Distribution, FormDS 1747 (Rev. 3-77).

b. Category Two. Posts with no Arerican or Local DAS positions on March
1, 1978, will prepare only a FAAS -2, FAAS-4 and FAAS-6. In preparing
Form DS-1736A, FAAS Adninistrative Staffing - CORE/ DAS Conput ati ons
category two posts will conplete only lines 1 through 11; lines 12-16
need not be conpl et ed.

c. Posts are encouraged to use conputers for preparing their FAAS
Estimates. Wth the exception of ﬁosts whi ch use conputers to prepare
the estinmates, the use of the March 1977 revision of Forns DS 1736,
DS-1736A, DS- 1747 and DS-1756 is nmandatory.

8. Instructions. Separate instructions, which are encl osed, have been
prepared for each of the CORE/ DAS Schedules listed in paragraph 7, above,
as well as for the Going Rate Estimate and the Initial |ncrease-Decrease
Request. These instructions are changes and nodifications to the
instructions contained in Appendi x B, 4 FAM whi ch shoul d be revi ened pri or
to preparing the FAAS subm ssi on.

Encl osur e:
As Stated

Concurrences:

ACTION  M.eyl and DOD: JMcNal |y | CA:  SSi|verman
Al D. SThornberg USDA: RSnith
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Preparation of FAAS-1

Post Foreign Affairs Administrative Support Agreenent

The FAAS-1 is the basic agreenent between the Departnent and the
serviced agency. Unless otherw se required, the FAAS-1 does not need to be
recopi ed and attached with the FY 79 FAAS submi ssion. However, the FAAS 1
sh\oul d be reviewed, with agency representatives for accuracy on at | east
an annual basis and revi sed as necessary.



Preparation of FAAS-2

Wor kl oad Factor Distribution

A standard form (DS-1756) will be used for the Wrkl oad Fact or
Distribution. It is inportant that all posts prepare the DS-1756 as
accurately as possi bl e because the data reported fornms the basis for cost
sharing anong the agencies. The FAAS-2 can be prepared by conputer, but in
terns of the data reported, nust conformprecisely to that required by form
DS- 1756.

The form contains two percentage colums for every agency on each
workload line. The first percentage columm will be used to record the
i ndi vi dual wor kl oad percentages for each agency including State and FAAS
The second percentage colum will be used to record the workl oad
percent ages for each agency excl udi ng the workl oad applicable to State and
FAAS. The percentages in the first columm are used to distribute costs on
the FAAS-6 while the ﬁercentages in the second colum are used to
distribute costs on the FAAS-5. Percentages will be carried out to one
place to the right of the deciml point.

Refer to section 140, Appendix B, 4 FAMfor an expl anation of the
wor kl oad ar eas.



Preparation of FAAS-3

Li st of Duties Perforned

The List of Duties Perfornmed is to be prepared only by enpl oyees
occuPying DAS positions. The i nmedi ate supervisor shoul d revi ew each
conpl eted formfor accuracy of content and prepare forns for vacant
positions. Each enpl oyee conpleting a FAAS 3 should apportion his tine
anong the authorized sub-functions. The supervisor should review the form
and, as necessary, adjust it to coan% with these instructions. A so, as
enpl oyees time wll be reflected on the FAAS-4 only in anounts of time
equal I ng 25% or nore, the significance of small percentages of tine as a
f?ctor inddistributing DAS costs anong the partici pating agenci es has been
el i m nat ed.

As a final review, the Budget and Fiscal Oficer should deternine that
any significant deviation between the data reported fromthe FAAS-3 in FY
1978 and that to be reported in FY 1979 accurately reflects differences in
duties performed, and not nerely superficial differences.

Al sub-functions performed by an enpl oyee nust equal 100% The part of
the 4 FAMrel ating to subsequent functions to be perforned by budget and
fiscal sections is no | onger necessary.



Preparation of FAAS-4

FAAS Administrative Staffing - CORE/ DAS Positions

The FAAS-4 consists of two forns, the DS-1736 and DS1736A.

The first form DS 1736, is used to showthe total FAAS adm nistrative
staff. Both CORE and DAS positions will be included on the sane form
Most posts will be able to showtheir total staff, Anericans and |ocals
both CORE and DAS, on one sheet.

The second form DS 1736A, has two parts. The first part will be used
for showi ng certain support costs which are directly related to Anerican
positions, but which can not readily be associated with individual CORE or
DAS positions. The second part of the formw Il be used for devel oping the
necessary CORE/ DAS per cent ages.

Separate instructions for preparing each formfoll ow



Preparation of DS-1736

FAAS Administrative Staffing - CORE/ DAS Positions

1. Ceneral.

The form nust be conpl eted even though there are only CORE positions at
t he post.

2. Position Control.

a. OCRE and DAS positions shown on the DS-1736 must agree with the

aut hori zed staffing as issued by the Department as of March 31, 1978.
Vacant positions wll be shown. It is especially inportant that the
nunber of DAS positions shown be accurate. To assure accuracy a listing
of the authorized DAS positions will be sent to each post under separate
cover.

b. There are three types of DAS positions: (1) Regular DAS, (2) DAS
Direct Service and (3) DAS special. Costs of regular DAS positions are
fully shared by all serviced agencies at the post. DAS Direct Service
positions are those in which the i ncunbent works full time for a
particul ar serviced agency. Al costs associated with a DAS Direct

Servi ce position are funded by the agency receiving the support. DAS
Speci al positions are those positions added to the post conplenment as
the result of increased support demands by a serviced a enc¥. The
agency responsible for the DAS special position will fully fund all
costs through the end of the first full fiscal year after the position
is authorized. The listing of authorized DAS positions, referred to in
2a above, will identify those positions which are DAS Direct Service and
DAS special. The listing will also indicate which agency is responsible
for the funding.

3. Colum A - Organizational Unit.
Insert the followi ng Section abbreviations as appropriate. PER B&F

G5, GOV SEC and MST.  For consul ates use the first fewletters of the

nane.

4. Columm B - Working Title(s).
a. Positions will be entered using a descriptive title. The descriptive
title used should be one that identifies the type of work the enpl oyee
perforns. The position title, therefore, would not necessarily be the
sane as shown in the staffing pattern.

b. Only one position will be entered on each |ine.

c. After the position title enter the position nunber

d. AID encunbered positions in a JAOw |l be identified with the letters
JAO after the position nunber

e. Positions will be entered in the follow ng order:
(1) CCRE Anericans, (2) CORE Locals, (3) DAS Arericans, (4) DAS
Local s, (5) DAS Direct Service Anericans, (6) DAS Drect Service
Local s, (7) DAS Special American and (8) DAS Special Locals. Atota
line will be entered after each group of positions.

f. DAS Direct Service positions are those positions which a specific



agency has agreed to fund indefinitely. The incunbent of a DAS D rect
Servi ce position should work full tine for the Agency paying the salary
costs. DAS Drect Service positions should not be confused with a DAS
Speci al Position.

g. DAS Special Positions are those positions which an Agency funds for
the first partial year and succeeding full fiscal year (see A-1663,
April 12, 1977). DAS Special Positions that are not wthdrawn at the
eRd of the succeeding full fiscal year become Regul ar DAS positions at
that time.

5. Colum C - Authorized Nunber.

Opposite each working title enter an X in either the Anerican or Loca
colum as appropriate. Since only one position is on each line it is not
necessary to indicate the nunber of positions.

6. Colum D through I.

Q ades, Salaries, and HP differentials are to be shown at annual rates
as of Septenber 30, 1978 includi ng known within-grade and pronotion
i ncreases. Allowances are to be shown at net cost as of Septenber 30,
1978. Local salaries are to be shown at net cost as of Septenber 30, 1978.
Salary costs will be estinmated for vacant positions.

7. Colum J - Oher 11, 12 and 13 Costs.

The use of this colum is optional. If the object class 11, 12 and 13
costs applicable to each position are readily available, they should be
shown appropriately in this colum. |If not, then one-line entries

reflecting the total of these costs for all Amrerican positions, should be
made i medi ately following the |ast Arerican position listed and included
inthe total for all American positions. Simlarly, one-line entries for
these costs applicable to | ocal positions should be nade i mredi ately
following the last local position listed and included in the total for al
| ocal positions. It is recognized that the distribution of some of these
figures may be partially estimated.

8. Colum K - Total.
Sel f expl anatory.

9. Colums L through R Percentage D stribution of Enployees Time by Sub-
function.

a. No data will be entered in these colums for CORE positions

b. Percentage of tine for each DAS position will be entered in anmounts

of tinme equaling 25%or greater. Therefore, there will be no percentage
figures on the formof less than 25% Al percentages will be expressed

i n whol e nunbers.
c. The total of the percentages shown on each line nust equal 100%

d. Sone posts have positions classified as DAS Direct Service and DAS
Special. The percentage of time for these positions will be shown in
colum R Nornally the percentage shown will be 100% si nce only one
speci fic agency is responsible for the salary costs associated with the
position. The nane of the agency responsible for paying for the
position will be shown at the top of the col um.

e. Salary costs for DAS Direct Service and DAS Special will be included
in the conputation of the CORE/DAS rati o.



f. Most posts have one or nore DAS driver position. Previous FAAS
instructions were witten on the assunption that DAS drivers provided
only indirect support to the serviced agencies. It is apparent,
however, that at sone posts direct support is being provided. D rect
support is defined as distinctly identifiable trips transporting
passengers or materials for a particular agency. Therefore, at those
posts that provide direct support the follow ng special rules will

appl y:

(1) Percent of time shown on the FAAS-4 for DAS drivers nay be
shown in amounts of |ess than 25%

(2) Percent of time spent in direct support will be identified as
Factor J and shown in colum Q The entry in colum Qw |l be marked
with an asterisk and a note placed at the bottomof the formto
indicate that the entry is for Factor J.

(3) Percent of time spent in indirect support will continue to be
refl ected under sub-function 3.1, Factor C

(4) Factor J can be used on the FAAS-4 only when pool ed vehicle
m | eage for the serviced agencies is shown on the FAAS 2.

(5)  These special instructions do not apply to DAS Direct Service
or DAS Special driver positions. These positions will continue to be
shown in colum R of the FAAS-4.



Preparation of DS-1736A

FAAS Administrative Staffing - CORE/ DAS Conput ations

1. General. This formis divided into two parts. The top part is titled
G her Anerican Personnel Related Costs. The bottompart is titled CORE/ DAS
Rati o Conput ati on.

2. Ot her Anerican Personnel Related Costs. This schedule will show the FAAS
Anerican Support costs that are included in the FAAS col um of the FAAS-6
(DS-1747). Through the use of this forma better distribution of CORE and
DAS costs is achi eved.

a. Line 1, Travel. Enter the actual, plus estinmated, FY 78 costs for
such types of travel as R&R, Hone Visitation, Medical, Education Travel,
etc.

b. Line 2, Freight. Enter the estinmated FY 78 freight cost related to
shi pnent of househol d furni shings and repl acenent of privately owned
vehi cl es.

c. Line 3 through 8. Enter all estimated FY 78 costs associated with

residential rent, utilities, maintenance and repair. Costs are further
segregat ed between governnent owned or long termlease (FBO) and short
term government | ease (STA).

d. Line 9, Household Furnishings. The anount in this |ine should equal
t he amount shown in the FAAS colum on |ine 39 of the FAAS-6.

e. Line 10, Total Anmerican Personnel Related Costs. Self explanatory.

f. Line 11, Cost Distribution. D stribute the cost on line 10 based
upon the nunber of CORE and DAS Americans. For exanple; if there are 8
CORE and 2 DAS Anericans at the post the costs would be distributed 80%
to CORE and 20%to DAS.

3. CORE/DAS Ratio Conputation. This schedul e devel ops the necessary ratios
bet ween CORE and DAS to properl y distribute Arerican and | ocal salaries and
t he FAAS col um on the FAAS-6

a. The schedule will not be conpleted if there are no DAS Ameri cans or
| ocal s at post.

b. Line 12, Anerican Position Costs. Enter on this line, in the colum
for CORE and DAS, the Anerican CORE and DAS costs fromcolums G and K
oflthe DS-1736. Enter the total American position costs in the total
col um.

c. Line 13, O her Anerican Personnel Related Costs. Enter the CORE and
DAS data shown on |line 11 of the G her Anerican Personnel Rel ated Costs
schedule. Enter the total cost, fromline 10, in the total colum.

d. Line 14, Total Anerican Costs. Enter the sumof the CORE, DAS and
Total colums and then enter the appropriate percentages in the
per cent age col umms.

e. Line 15, Local Position Costs. Enter on this line, in the col ums
for CORE and DAS, the total of the |ocal CORE and DAS costs from Col um
K of the DS-1736 and then enter the appropriate percentages in the

per cent age col umms.

f. Line 16, Total Costs/Percentages. Enter on this line the total costs



fromlines 14 and 15 and enter in the applicabl e percentage col ums the
percentages that OCORE and DAS position costs bear to the total position
costs.

g. Percents expressed in the percentage colum will be carried out to
one place to the right of the decinmal point.



Preparation of FAAS-5
DAS Personal Services Distribution
1. General.
a. The FAAS-5 will be prepared in essentially the same nanner as | ast year.

b. The percentages used to spread costs will be taken fromthe second
percentage col umm on the FAAS- 2.

C. Separate FAAS-5's are required for DAS Anericans and DAS | ocal s.
2. Cost Distribution by Workl oad Factors.

a. The factors used to distribute costs are indicated bel ow the appropriate
sub-function nunber in colums L through Q on the FAAS-4.

b. Factors P and Qw |l be used on the FAAS 5. Factors P-1, P-2, @1 and
Q2 will be used on the FAAS-6 only.

c. Wien in the judgment of the post, the workload statistics are not
representative of the use of the service bY Agenci es, another factor may be
used. These variations in the use of workload factors should be concurred
in by the DAS Agencies. A footnote will be entered at the bottom of the
FAAS-5 if a change is nade in the use of the workload factors.

d. Wiere posts accunul ate costs for other object classes 11, 12 and 13 by
positions in colum J on the FAAS-4, the FAAS-5 will include such costs.
Where the FAAS-4 carries one-line entries for these costs they will not be
carried forward to the FAAS- 5.

e. Salary costs for DAS Drect Service and DAS Special positions will be

entered on separate lines titled DAS Direct Service and DAS Special. The
costs for these positions will be charged, on the FAAS-5, directly to the
appropriate agency. These costs will be used when devel opi ng the FAAS-5

partici pating percentages.

3. Participation Percentages.

a. After distributing DAS Anerican costs a total line will be entered
Below this a second line will be entered showi ng each agency's DAS Areri can
partici pating percentage.

b. After distributing DAS | ocal costs a total line will be entered. Bel ow
this a second line wll be entered showi ng each agency's DAS | ocal
partici pating percentage.

c. Follow ng conpletion of a and b above, a line titled Total American and
Local Position Costs will be entered. Following this aline titled DAS
Participating Percentages will be entered. Al percentages will be carried
out to one place to the right of the decimal point.



Preparation of FAAS-6
FAAS - Other Object Distribution
1. General
a. The FAAS-6 will be prepared in the same manner as |ast year.

b. Actual obligation data entered in colum D will cover the period Cctober
1, 1977 through March 31, 1978. Estinated obligations entered in colum E
will cover the period April 1, 1978 through Septenber 30, 1978.

2. Distribution of her (bject Costs.

The amounts in columm F will be distributed to FAAS, State and the
partici pating agencies on the basis of the factors shown in colum C Wen
in the judgment of the post, use of the factor shown in colum C woul d
result in an inequitable distribution of costs, another factor may be used.
Any changes in the factors should be concurred in by all the agencies at
the post. The change will be clearly marked and an expl anation for the
change will be included on or attached to the FAAS 6.

3. Participating Percentages.

a. The data in colum D through V (or however many are required) wll be
total ed on |line 45.

b. FAAS costs identified in the top portion of the DS-1736A will be entered
incolums DO EfE Fand G |ine 46.

c. Line 46 will be subtracted fromline 45 and the result entered on |ine
47,

d. Apply the CORE percentage fromthe DS 1736A, line 16, to the FAAS total
incolum G line 47, and enter a mnus anmount in colum G and a plus
anount in colum H line 48. |f there are no FAAS Anericans or Local s at
the post the entire anmount of colum Gwll be entered in colum H

e. O line 49, enter the DAS Parti ci Fati on Percentage devel oped on the
FAAS-5. These percentages will total 100%

f. Onh line 50, enter the remai nder of colum G (total |ess CORE share) as a
mnus anount in Colum G and distribute as a plus anount to each Agency in
accordance with the DAS percentages on Line 49.

g. Total all colums on Line 51.
h. On line 52, enter the percentage that each Agency's cost, including
State, in line 51 bears to the Total Gher (bject Costs. Percentages will
be carried out to one place to the right of the decimal point.

4. Schedul e of Contracts.

Insert behind the FAAS-6 a copy of Schedule XI - A Report on CQurrent
Contracts, that is prepared for the Field Budget Estinate.

Preparation of the Going Rate

General . The content and format of the Going Rate will be essentially the
same as specified in Section 400, Appendix B, 4 FAM The exchange rate

shown on the Going Rate will be as of March 31, 1978. In addition, show
t he percentage of nonies spent in local currency for Anerican all owances,



| ocal salaries and other object costs.
Preparation Instructions

a. Current Qperating Allowance - ItemA. At a nmnimumthis portion of
the Going Rate will show (1) Qurrent Cperating Al owances, (2) Anerican
position costs, (3) local position costs and (4) proceeds of sal es.

b. Deduct Nonrecurring - Item B. The procedures set forth in 4 FAM
remai n applicabl e.

c. Add Annualization - ItemC. The procedures set forth in 4 FAMrenain
appl i cabl e.

d. Add Mandatory Increases - Item D. The procedures set forth in 4 FAM
remai n applicabl e.

e. Statenent of Agency Presence. Between Itens D and E insert a
statenment that all agencies sharing FAAS costs at the post are expected
to be on board through the end of the fiscal year. |If an agency iIs
expected to | eave post during the fiscal year indicate how the Agency
D stribution Schedul e has been adjusted to reflect the expected
departure of the agency.

f. Agency Distribution - ItemE. D stribution of the Ging Rate
estinmate between State and DAS, and anong DAS agencies, will be in
accordance with the foll owi ng paragraphs:

(1) Separate percentages will be used to distribute Anrerican
position costs (these sanme percentages will be used in Washington to
di stribute American Salary costs as conputed fromthe worl dw de
American Salary Allotnent), local positions costs and G her (bjects.

(2) Anerican position costs will be distributed initially according
to the CORE and DAS percentages fromLine 14, FAAS- 4 ( DS-1736A).
Distribution of DAS Anerican position costs anmong the DAS agenci es
will be in accordance with the American Participation Percentages
fromthe Form FAAS-5 prepared for this purpose.

(3) Local position costs will be distributed initially according to
the CORE and DAS percentages fromLine 15, FAAS-4 (DS-1736A) and the
DAS portion thereof distributed anong the DAS agenci es in accordance
with the Local Participation Percentages fromthe Form FAAS-5
prepared for this purpose.

(4) G her (bject costs will be distributed initi

al 1y by appl ying
the State FAAS-6 participating percentage to the tlo |

I

r

[

tal Gher bject
costs. The remai nder of the Qther Cbject costs will be indicated as
DAS. The DAS portion of the her (hject costs will

anmong t he servi ced agenci es by using the FAAS-6 part

percent age as adj usted bel ow

be distributed
i cipating

(a) Subtract the State FAAS-6 participating percentage from 100
per cent .

(b) D vide the result of the subtraction into each agencies
FAAS-6 participating percentage as shown on line 52, DS 1747.
This gives an adjusted FAAS-6 participating percentage for each
servi ced agency. These adjusted percentages will total 100

per cent .

The FAAS-6 partici pati ng percentage shown on the Agency
Distribution Schedule will be the adjusted percentage. The FAAS 6
partici pating percentage devel oped on the DS-1747 wll be shown on



the same line in parens.

(5) The colum Special Itenms will include all adjustnents in agency
shares which are not Properlr distributed by the FAAS-5 and FAAS-6
percentages. This colum will include special itens as explained in
Section 435c, Appendix B, Ofsets per Section 435d, changes in |evel
of services and State's contractual Terrorismexpenses. Salary costs
of DAS Direct Service and DAS Special positions are used in

devel opi ng the FAAS-5 percentages. Therefore, these costs will not
be treated as a Special Item

(6) O fsets for common services Provided by an agency shoul d be
distributed by an appropriate workl oad factor to all agencies which
benefit. Anounts so distributed to State will be shown on the CORE
line. A brief description of any costs in the Special |tens Col um
shoul d be attached with the distribution schedul e.

Preparation of Initial
| ncrease- Decrease Esti mate

a. There is no change in the format or content of the Increase-Decrease
estimate as set forth in Section 500, Appendi x B.

b. Dstribution will be shown in the sanme manner as for the Going Rate
above.

Particular attention is called to Section 546, Appendi x B, dealing

with changes in |evel of services.



